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LET  US 
SHOW  YOU 


In  thf  firm'  it  tnkt'n  ttt  ntnokf  a  citjnrctte 


SMITH-CORONA  ELECTRIC 

tnnt  hiimntMM  run  n>  I'l  itin  ynu  rvi  r  niii  h 


the  world's  fastest 
electric  typewriter 
with  the  world’s 
finest  features! 

9b  * 

n  I  ■ 


MjJi  (or  /)/vi/i  hy  tyfuurittr  experts,  tinlay's  Sinitli-( a)r()tia  (JHicc  r.lcctrit  is  the 
clc-tirii  fyiK-wruiT  which  carries  on  where  others  left  oh.  (.all  your  Smifh-(’a>rona 
represc'iiraiive  lor  a  short,  dramatic  demonstratioii  ol  this  marvelous  business  machine. 


UtL,  ilcuii  iixuiitii  ilrMK'i. 

iMiipIt'iiK  nliiiK  t4ullU^\  I'rt* 

iiin.iiitt  I'lvc  lovely  tletoijior 
ii|oi\  Iviluuve  Si>;iul  l.iy(l>t 
IV(  s  poMli\(  on  oil  iiiiiicjlion 


All  the  operjlinyc  lonirolv  arc 
>:ioupetl  eituitndy  »ithin  the 
keyUuiii  area  Kevult  No«ca^le 
iMotioii,  levs  thaiuc  toi  er.orc 
I  .1  ter,  easier,  inlltt  lypiiif; 


The  special  Li-yhoafi!  slope  ainl 
sliyihlly  slantol  keys  y;ise  un 
inatehcij  tspiny;  loinloit  laih 
Ley  eushionesi  to  prevent  '  Hal 
teeliny;  aiui  t;i\e  liseliet  louih 


Ixilusivr  Half  Spaiiny;  the 
easiest  simphst  nielhotl  of 
error  eonttol  ll  p<  iniits  loriei 
tion,  ssithiiut  tnne-ionsijininy; 
Ian*  sery  losily  )  total  n  typiny; 


! 


W  li>  yiMir  sliideiilH  \^rite  l»«‘lt«‘r  sliorlliiiiMl 
a  («reme>a|>|ir«>%e(l  KhtrrIinMik  I'eii 

F'-vcry  tracher  of  shorthand  knows  that 

a  sFiorthand  stntirnt  can’t  write  petfnt  (in-m' 
with  a  jK-m  il,  hall  |)oint  or  an  ordinary  |x*n. 

An  Kstcrl)r(x>k  |x*n  with  ( »rr^^-ap[)rovcd 
|)oint  (No,  I  writes  the  completely  iinifcirm 
lin<-  rerpiired  hy  the  (»re^^  system.  It’s  a  writinj^ 
instrument  of  the  very  hit^hest  (juality— starts 


writing  instantly,  won  t  leak,  needs  almost  no 
“writin^  pressure*,” 

What’s  nmre  li.ste-rhrexjk  is  the  only  ( Jr<*KK- 
approved  [wn  price*d  within  the*  ran^(*  ol  <*very 
student  at  only  I  he*  only  one*  with 

re*plae-e*al)le*  |M>ints,  If  the*  I!,slerl>reKik  [xiint  is 
eiamat{e*d,  a  new  eine*  se’re*ws  in  in  se*e  e>nels,  ( ’e»st 
a  mere  ixit.  Anel  the*  [jeri  is  t^oexl  as  new, 

.May  we*  su^^e*st,  then,  that  yeju  re*e  omme  nel 
the*  I\,ste*rhrex>k  [x*n  te>  yeair  shorthanel  stiieje'itts. 


S^te/i&ijooh  -ilic'  e>iily  C ir*c*j^j^-a|)|)re)v<‘el 
j)eii  with  roj)lac*<uibl(‘  ])e>iiitH.  JiiHt  $2.95 
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More  ROYAL  ELECTRICS  are  being  bought 
in  schools  today  than  any  other  make  . . . 

The  reason  is  this:  tlie  new,  improvt^i  Royal  ICkHTtric 
has  so  many  wonderful,  exclusive  features  that  help  make 
teaching  easier  . . .  and  the  teachitiK  results  more  siitisfactory. 


Royai's  “Touch  Controi.”  It  helps 
hridne  the  j^ap  lK*tween  pt)undinn  ‘tnfl 
pattiiiK.  Helps  students  adjust  quickly 
to  electric  stroking- 


Add  to  this  Royal’s  fleix'ndahle  serv¬ 
ice  with  more  service  poims  than  any 
other  manufacturer.  Available  in  5 
Royaltone  colors. 


5|c  eiu*  .  .  .  Royal’s  famous  "MaKic”)'  Margin  .  .  liKl)tninK-<tuK'k  C  ar- 
riax*'  Return  . , .  easy-to-read  I.itk-  Meter  that  tells  tin*  student  liow 
many  lirws  to  the  end  of  the  iKi^e  . . .  1,'mform  Royal  Vales  ai  t  as 
built-in  rulers  . . .  I.iru--o-Ma({ic  control  for  automatic  underscores 
and  hyphens. 


New  RoyaiTwin-Pak(.^ick Change 
RibUin.  Saves  classroom  time,  fuss  aiirl 
muss.  There’s  nothmj{  to  wind  or  thread. 
You  just  lift  out  the  old,  drop  in  the  new 
'Iwin-Rak  riblxm,  and  start  typinf{  in 
just  seconds.  No  more  inky  finf^ers. 


To  really  appriiiate  the  wf>nderful.  all-ru-w  Royal  Fllectric,  you 
have  to  see  it  and  try  it  for  yoursi-lf.  V’lMjr  Royal  Representative 
will  be  Klad  to  demonstrate  it  for  you  rixht  in  y<nir  own  school.  .No 
obligation. 


elect ric 

er«jrfu»l  III  Hiiyai  Mdirr  I  mfmiiBtum 
W<jrld’*  lariral  manuUclurcr  uf  lypawritcr* 
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WIm>*s  Miiidihg  The  Store  ? 


McORAW-HILL  ^UBLISHINO  COMPANY,  INC. 

330  WC8T  42NO  STPeCT,  NEW  YOPK  36.  N.V. 

4  BUSINESS  EDUCATION  WORLD 


•  •  in  the  magazine  publishing  business/  it’s 

Th(*  Audit  Kiin'Mii  of  CirrulatioiiM  (ABC)  in  a  c-(M>|><*rative  orfeanization  that 
M*!*  ataiiilarilN  of  l>uiiiii<*m  <-oii(Iii'‘t  for  itn  puhtiKlipr  ni«‘nilH‘rK.  Twirr  (*arh 

yi*ar  AK(j  aiKlitorn  rariTiilly  M-nitiniz*'  th**  I'ntir**  rimilatioii  Mnirtiire  and 
op(*ralion  of  fv^ry  ni«‘ndK*r  niaitazinr*.  In  a  v»*ry  n-al  tlorffore,  they  are 

*‘miniiiiiK  the  More"  —  niakiiiK  Hiire  that  no  fal«e  or  niiHleadin|{  rIainiH  are  made 
re|2ardin(C  the  iti/e  or  eoni|ioHilion  of  a  nia|{azine*ii  aiitlienee. 


McGRAW-HILL  PUBLICATIONS 


\1r4frMw-llill  IH  a  eharler  nieinher  of  ABC  and  haR 
«ii|i|>orled  ilH  ainiR  eoiiliniioiiRly  for  over  10  yearn. 

e  helieve  thiM  nieniherMlii|>  M*rveii  you  hy  |truvidin|{ 
full  anHiiranre  that  every  nuliMriher  to  MidvraW'llill 
nia^cazineH  dinplayinit  ihe  ABC  Hymhol  in  paying  to 
receive  hin  e<ipien. 


Areiirute  Figuren  ahoiit  you  are  the  heart  of 
ABC'n  joh.  ABC!  doen  a  candid,  unhian<‘d,  certified 
aiiilit  of  all  nuhncription  fi^uren  of  nietiilM'r  nia^'a* 
ziiien  —  an<l  of  the  niiliMTihern'  John,  fiinclionn,  and 
localionn.  I  liene  aiiditn  help  edilorn  to  tailor  the  con- 
tentn  of  their  uia);azine  to  your  npecific  joh  iiiterentn. 


You're  the  iHvnn  when  you  pay  money  f«>r  any  mafia- 
zine.  Your  vote  of  confidence  and  your  renevvain  of 
niihM'riptionn  are  dominant  in  the  thinking  of  editorn 
and  puhlinhern.  AdvertiM-rn  are  vitally  interented, 
tiNi,  and  their  niipport  helpn  earn  the  dollarn  needed 
to  do  a  nironger,  inure  useful  editorial  joh  fur  you. 


You,  the  nuliM'rilier,  win  when  you  buy  hiininenn 
magazinen  that  hold  memhernhip  in  the  Audit 
Bureau  of  C.irciilationn.  The  ABt^  nymhol  nignifien 
that  the  piihlication  to  which  you  niihncrilie  niaken 
every  effort  to  provide  ytiu  with  the  type  of  informa- 
tin  you  need  to  do  a  better,  nuire  effective  joh. 
It  alMi  indicates  that  the  piihlinher  maintains  the 
highest  ntandardn  of  huninenn  ethics. 


SOIA'TION'S  to  our  probh-iiis  are  he^inniii^  to  come  in.  jiid^in^  troiii  tin- 
nniniMT  we  have  received,  your  iiiteri?st  in  this  eoluinn  is  (greater  than  evr-r. 
IteineinlMT,  it  is  your  prohleins  and  solutions  that  ke<‘p  it  tioin^.  just  send 
them  to  Problem  Clmie,  BUSINK.SS  KDt’C.'ATION  WOHI.l),  ddO  West  J2 
Street,  New  York  3B,  New  York.  WV’re  awarding  prizes  of  $2')  4md  St.'S 
for  the  two  Irest  solutions  and  prizes  «)l  $10  and  S.'S  lor  tin*  two  hr-st  prohlems 
that  we  receive  lH*f»)re  .May  1,  I0.5S. 

Ih-re  is  the  October  problem,  in  ease  you  misserl  it.  Follow  in^  it,  we  .ire 
repeating  the  Septemlx'r  problem  that  has  drawn  sis  viintions  thus  f.ir 
plus,  of  course,  the  solutions  themselves. 

I  liave  returned  to  teaching  after  an  absence  of  ten  years.  I  have 
noticed  that  the  method  of  fiKurinK  the  net  words  |H*r  minute  in 
typing,  us  is  recommended  by  the  text  that  I  use,  is  different  from 
the  method  I  formerly  used. 

My  texthiHik  recommends  dividiiiK  the  Kross  strokes  by  five  to  ^et 
the  Kross  words,  subtract  numiM'r  error,  and  divide  by  leiiKth  of  time 
to  Kft  net  words.  F'onnerly,  I  penalized  each  error  10  words.  I  under¬ 
stand  that  state  contests  and  employment  uKcncies  also  |M‘nali/.e  10 
words  for  an  error.  Which  method  should  I  follow  and  why'!* 

Pkaiii.  Zkw  I 
Hrscn  e,  l.nuisionii 


SEPTEMBER  PROBLEM  (1) 

I.  I  util  thi'  Hilly  hii.\iiirs.s  trurlirr 
in  II  siiuill  hiuh  sihoiil  iiit/i  an  rntoll- 
inrnt  of  apfiroxiinati'ly  H5.  I  hat  r 
Ihri'f  rhiMM's  in  ty/iin^  aiul  n.\ually 
hair  ahont  iucnty  siudcntH  iakinn, 
ln‘U,inninn  typing  aiul  sri  rn  rnrollvil 
for  thr  mlumrni  coursr  Thr  tlo-ys 
prrio<ls  am  forty-fw  c  ininntrs  in 
U’lmth.  Thr  school  is  located  in  a 
small  rural  coininnnity.  A  feu  students 
from  each  araduatinu  class  no  on  to 
collcfii'  Mosi  of  the  ndls  are  married 
u  ithin  a  year  after  they  are  ni^atluated 
from  hinh  scIuhiI.  One  or  tuo  mem- 
hers  of  each  n^oup  u  orh  in  an  office 
or  clerk  in  a  retail  store  for  a  fete 
years  after  they  finish  hinh  scIuhiI 

Here  are  the  situations  that  take 
so  much  of  my  classroom  time  that  I 
am  forced  to  ncnlect  sfu-eil  huildinn 
anil  omit  set  era!  units  that  I  feel 
should  he  taunht.  (Since  I  am  con¬ 
sidered  a  demandinn  taskmaster,  I 
caniuit  assinn  more  outside  uork  than 
I  non-  reipiire.) 

a.  I  spimsor  tlw  monthly  sihool 
neu  spafH’r,  u  hich  rousists  of  four 
jirinted  juint's  aiul  three  lenal-size 
sheets  of  duplicated  n^ade-school 
tu'tcs.  Siiue  there  is  rui  journalism 
class,  some  of  the  u  ritinn  aiul  all  the 
typinn  of  copy  for  the  local  printer, 
as  aell  as  the  euttinn  of  steiuiU,  are 


coiusidered  typinn  projects 

h.  There  are  feu  duplicatinn  ma¬ 
chines  in  ton  n.  so  the  typinn  classes 
lilt  the  stencils  anil  dniiluate  the 
yearhooks  for  t  arious  church  and 
l  it  ic  ornanizations  The  n’'t>ufis  fmy 
only  for  the  supplies  used,  and  the 
money  is  placed  in  the  ncneral  school 
fund. 

e.  Various  dejiartmcnts  in  the 
school  look  to  the  husiness  students 
to  type  reports  and  papers.  The  drafts 
that  they  suhmit  are  often  carelessly 
pri'fiared  and  are  freifuently  ni^  en  to 
us  only  a  few  days  hefore  the  finished 
priHluct  must  he  ready  I  refused  to 
accept  some  of  these  rejiorts  and  had 
the  unfortuiuite  experience  of  hat  inn 
the  teachers  turn  to  some  of  my  poorer 
students,  ti  ho  did  the  ii  ork  u  ithoiit 
super!  ision.  Then  the  rumor  uas  cir¬ 
culated  tluit  the  typinn  students  cer¬ 
tainly  could  not  he  relied  on  to  do 
satisfactory  icork. 

If  you  rci  iimmenil  that  I  drop  sonii' 
of  these  actii  dies,  hou  can  I  do  it 
uithout  n*'ftinn  an  adterse  reaiiion 
from  the  teachers  aiul  tint  ii-sjieople? 
Ilotc  can  I  prex  cut  lutt  irig  poor  typ¬ 
ing,  dime  xiithimt  mif  supert.isiim, 
hliimed  on  the  husiness-educatiim  de- 
fmrtment? 

.Anonvmol’8 


The  Interval  Timer 
with  the  EXTRA-LOUD  Bell 
School  priced  at  only  $9.9S 


Nti  m<»rc  iirTH’  ionMiminn  "reukrt'*  for  lh< 
Pi-opU  in  thi*  rc^r  iht-  iUM  vniih  ihiB  limrr 
thal  mrant  huttnen'  I'uMvl  nffrn  tnamrlrd  nu'Ul 
hni»h  Dutiful  hUsk  nurm'mU  iinU  «m 

»ihi*rri]  Jul  f<ir  vuihililv  I  <nii  inihr«  hiyh 

(»n  l<Hir  iruh  h«Mf.  Ih  •  rifH-  inip«»ii  »h<»uU]  N 
«l4ful«rJ  rgiJipmrnl  in  rvrrv  writ  run  iU«4i4H»m 
I  iM.  SliiN)  Vh4»*il  prill-  tv 

BUILD  PRODUCTIVE  SPEED  with  this 

PRECISION  STOP  WATCH 


IM  Prk*  S2I  7S 
Our  rrk«  $14  «S 

ptuh  huiton.  iMcrp 
•top  urBiihr  «‘li*iin>nti«lly 
litm'J  for  •iitir4i>  h>  onr  of 
ihi'  w<»ilit  «  Imiling  iiopiwtiuh 
nuinufBiiiirrrh  I  nnu  huniS 
irguirri  wcionilw.  wmiill  htinj 
rrgiMrr«  mtniiirft  ID*  a  10 
mintilr  irnirr  nKUirr.  and 
will  limr  aiiuraiidv  any  inter 
i«l  from  I  ^  of  a  wittnd  to 
to  miniitrw  KrauUily  $}!  7^. 
n«»w  only  tl4  V5  ito  uhtNiU 
and  fraihirai 


TYPEWRITER  DESIGNED  CHRISTMAS  CARDS 
IN  GLORIOUS  COLORS! 

Uniifttial'  l>r«i|trH-d  by  lulliu  Nrlwm  Ht-  diflirrnl 
ihu  VI  ar  and  M*nd  yiHir  frirfuth  and  rrlalura  Ihrtr 
t>pi‘Wfifir  ilralgned  laidi  frri  larda.  atl  in  lolor 
wiih  malihing  rnvr|opr%  iVini  will  get  two  of 
I  aih  of  ftvi  diffi  n  ni  di  wtgnw  »  H«»ii  d  in  a  paii  nlrd 
hingid  iran^pafi-ni  plaatii  bin  that  may  ba  uard 
in  many  way*  i  ard*  may  hr  framed  when  ihry 
have  M*rvrd  Ihrir  original  porpiur  May  al*o  hr 
itwid  ftii  bulU-lin  hoard  tluplay  tl  prr  boh 


I  BUSINESS  TEACHING  AIDS 
'  4006  Carlid*.  Bolfimor*  16,  M4. 

I  Mnd  tha  tollowkiy 

I  Cittrk  TiNiari  .1  $1  f $ 

I  _ Sto#  Watctia*  .<  $14  IS 

I  Kim  Carl  Boaaa  n  $1  00 

Nama 

Sahoal 


I 
I 

I  City  6  Stata 


( .See  rieif  iMge  for  Solutions )  L 
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ALL  METAL 

COPYHOLDER 


THAT  CAH'T  BREAK 


Copyholder 


lugged  U  iIm  word  (or  Hit*  ooty-fo-oto  copy 
prop.  It  con'l  brook  down  —  no  godgoti. 
AMwro*  corroct  ligbt-lovol  (or  occwrolo  typ¬ 
ing  o(  all  copy  work.  Utod  in  High  Kkeob, 
bwtinot*  collogoi,  by  typi*tt  i«  ovory  kind  o( 
botlno**.  Socrolorio*  lovo  M 

TKroo  ottroctivo  poitol  iKodo*  —  dotort 
ton,  (oo  loom  groon,  »tool  gray.  Avoiloblo 
Ot  ttotionory  »tor**  or  lond  w*  11-35,  wo 
poy  pottogo. 


BANKERS  BOX  CO. 

0.01  II  II 

2*07  North  2Sth  Avo  •  Ironhlln  Porh,  Ml. 


DO  YOU  DREAD 
BlACKBOARDu 
7>a.W0RK?F 


TRY  THI  lAlY, 
DUtTLItt  WAV  OT 
■LACKROARO  WRITING 


NIW  HAND  6IENIC  Ih*  lulowrlit  pen¬ 
cil  Hill  uMt  *n»  tUnIwI  cli*lk,  tnli 
lorrrti  *wii»  ch»U  lull  on  youi  hond* 

•nl  cliliMt  No  mor*  rtcoilinf  froo 
Itnfwmili  itrilchini  on  koord,  tcrtocn- 
inf  or  cruoifelinf  chalk  Scirnlifically  bal- 
anetd.  fill  hand  lika  a  leunlain  pen  ...  j  i 

chalk  orllina  ar  draoinf  botoaiti  a  laKwMi  a  ;  LJ 

pltaiur*.  Af  a  puth  of  a  huUon  chalk  i  |  • 

tpcii  .  .  .  ar  rtfracl*.  Hand  navor  loochtt 
chalk  durlof  ui*.  ntitr  |*ti  drlad  up  or  j- 

affoclad  ky  allariy  la  chalk  H  i  Hi*  moil  ) 

•ticamt  flfl  you  cauld  fir*  a  Irllow-  ^RR 
Itacharl  »» 

•TOR  CHAIR  WASTI 

■rcauit  HANO-filENIC  holdi  firmly  chalk  ai  iharl  ai 
'a"  and  frryairii  brtakaao,  il  allowi  Iho  comfortablr 
uia  af  99*.  of  Ih*  chalk  laiialh.  Compart  oilh  only 
49*.  actually  intd  oilhoul  ir 
STURDY  MtTAl  CONSTRUCTION  far  laiif  nliabl* 
wrtict  1  VR  WRITTEN  GUARANTEE  Jtotilikt  22-N 

Kid  plaltd  cap  conlraili  btaulifully  oilh  anyi-black 
rrti  Oiilinclivt  la  wio.  lhaufhiful  la  fiv*'  FREE 
TRIAL  OFFER  Sand  S2  fw  an*  (only  S9  for  i*l  of  9) 
Railat*  frN.  N*  COO'l  Enfoy  HANO-CIENIC  far  10 
dayi.  ihow  ll  I*  olhar  laachtti  If  not  dtlifhlad  raturn 
for  full  rafund  Sam*  day  ihipmtnl  Atk  far  auantily 
diMount  and  TEACHER-llCTRESENTATIVC  Rian  M’l 
not  laid  in  ilarti  ORDER  TODAY 

HAND-GIENIC 

Dopl.  97,  lAI  Wail  21  9f..  Noo  York  M,  N.  V. 


PROBLEM  CLINIC  (Comtimaod) 

Suggested  Solution 

Dfur  Atiouijtnnut: 

llc'Ff  art'  iny  siiKK<-htioiih  ioF  the* 
many  prolilcms  iiivolvt'd  in  I>‘ttrr  I, 
S«'|)tfinlM*r,  1957, 

1.  Hfcliicf  thf  nninlxT  of  tiinc'h 
tliat  (lie*  sc  liiKil  |>a|M‘r  is  piililislic'd 
•Mcli  ynar.  Pi-rliaps  it  could  Im-  piili 
lislifd  sin  or  S4*vi*n  tinins  inslnad  of 
once*  a  niontli.  f  lic*  issue's  ceiiild  fi'a* 
tine*  liolidays  siicli  as  ( leitiiinliiis  Day, 
'rlianks|{ivinK,  (.'Inistinas,  1‘Vbriiary 
( \'.de*ntine<‘K  Day,  nr  l.inroln's  or 
WasliiiiRtein’s  hirtlidayt,  Kaste*r,  and 
a  spring  issue*  in  .May.  Have*  all  the* 
inate*rial  pre*pare*ei  in  C'onne*ctinn  with 
the*  KiiKlish  III  and  l\  classe's  and 
e-dite-cl  hy  the*  KiiKlish  te'ac’he*r. 

2.  (.’nnt.inne*  work  for  the*  cermniiin- 
ity  eriRani/.itinns  hut  have*  the*  inate*rial 
siihinitte'el  a  month  in  advance*  of  the* 
time*  ne*e*cie*el,  sn  that  yon  don’t  have* 
such  a  l.ist-miniite*  rush 

d.  Se*t  a  de*aciline*  lor  siihniittin^ 
thov*  rc'ports  e»f  schcMil  de*partme*nts 
that  .ire*  to  Im*  type*d  diirin({  the*  re*k{- 
iilar  class  pe*riocl  I'ost  a  list  of  capa- 
hle*  stiich'iits  who  could  do  such  e*xtra 
typm(4  outside*  the*  class,  pe-rhaps  for 
some*  small  pay.  Kmphasi/e*  that  the'se* 
stiich'iits  will  work  cm  the*ir  own  rc*- 
sponsihility,  and  will  ne*i*il  some* 
su|>e*rvi.sion  hy  the*  pe*rson  who  asks 
the*m  to  ty|>**. 

f  Ih-fiise*  any  woik  loi  the*  first 
six  vse*e*ks  or  twii  months,  e*xplaiiiin^ 
that  it  takc's  time*  to  lay  a  ^ikkI 
found. ition  in  tvpiiiK,  and  the*  stiich'iits 
will  lie*  In'ttc'r  pre*pare*cl  to  handle* 
outside*  work  late*r  on  whe*n  the*y  have* 
h'.une-d  the*  funclame*ntals. 

Ki.I/.AHI-TII  W’.  lll'C.IIKS 

.Vc'fc  Ytitk  M'll.t  ilifih  SrfnH)l 
\ru'  York  Mills,  \'ru  York 


Dror  Auoiofiiious: 

I  l)e*lii*ve*  c*ve*ry  comm**rcial  te*ach**r 
has,  at  some*  time*,  l>e*e*n  e*mharrasse*cl 
hy  care'h'ssly  (\|N*d  re*poits  Most  eif 
the*  criticisms,  howc\i*t,  ,uc*  made*  hy 
pe*o|)h*  who  don't  re*ah/e*  the*  time*  and 
patie'iict*  five'll  hv  typiiiU  te*ac  he*rs  tei 
e*ncoura(Ee*  the*  host  fioiii  c*\e*ry  stii- 
ch'iit  In  most  case's,  the*y  would  find 
that  the*  stiide-nt  re*spousihh*  for  the* 
piHirly  tviM'el  ri'port  pioh.ihly  had 
difficulty  in  maste*rin^  the*  ke*ylM>arcl 
and  never  e|uitc*  rc'ac  he‘cl  the*  stan«“ 
vvhe*re  he  could  ptiNliice*  .i  hik(hly 
satisfactory  pai;e*  of  typiiiK 

W'he'ii  thi'se*  ciiticisms  .iiiv,  vve* 
should  point  out  in  the  most  cliplo- 
m.itic  mannf*r-the  clifficultie*s  c*ncoun> 
te*re*cl  hy  any  stiich'iit  in  tvpiiik;  Kre- 
i|ue*ntly  the*  |M-rsou  makinu  the*  remark 
diN'sii't  iiuch'istand  that  all  eif  our 
ceiiume*rci.d  stiich'iits  do  not  ie*,ich  the* 
top  achii*vc*me*nt  Most  te*achers 
I  wouldn’t  think  of  sum;e*stink'  a  mono- 


tofii  for  the  h*ad  in  the*  scIkkiI 
operetta.  Why,  thc*n,  e'xjrecl  a  vsc*ak 
typist  to  turn  out  a  profc'ssional  ceipy! 

In  eirder  to  minimi/a*  the  amount 
of  unsu{)e*rvis4‘d  typiiiK,  we  have*  t*ach 
stiich'iit  who  plans  to  ch'viatc*  from 
the  planned  h*sson  write*  an  e*xplan- 
ation  eif  tfie  joh  he*  has  to  tv|>c‘.  lie* 
placY‘s  this  c'xplanation  on  the  spindle* 
file*  on  the*  teache*r’s  ch*sk.  Thus,  he* 
siihmits  his  t>|)e*cl  joh  for  .ipproval  m 
orch'r  to  rc*ce*ive*  c  re*clit  for  the*  clay’s 
assiKiimc'iit.  Duplicatin^  carlMins,  tiM>, 
must  lie*  approvc'd  lie'fore*  ruimiuK 
copies. 

'I'liis  suKK<‘Stiou,  howc*ve*r,  is  liuute'd 
to  the*  stiich'iits  ciirrc'iitly  e*urolh*cl  in 
ty|)e*vvritin>r.  Thc*rc*  see*ms  to  Im*  little* 
we*  can  do  alMiiit  re*poits  which  h.tve* 
Im'I'Ii  typc'cl  at  home*  ,uicl  .tie*  turne*d 
in  to  anothe-r  te*acher. 

Fe*rhaps  we*  should  ti.iiii  ouisi  lve*s 
to  ignore-  the*  unfair  criticisms  Iroiii 
unthinking  pe*oph*.  Ia*t’s  make*  our 

petals  ch'.ir  to  all  of  our  fellow  worke*rs 
so  that  the*y,  tiKi,  will  unch*rstancl  the* 
many  factors  aiie*c  tin^  c*ac  h  stuch*nt’s 
tvpiiiK.  Kac'h  hiisinc'ss  te*ache  r  can  re*- 
call  a  stiich'iit  whose*  fin^c'rs  wc're*  so 
large*  that  thc*y  covc*re*cl  two  ke*ys; 

>t*t,  unch*r  the*  skillful  guidance  of  a 
typing  te*ache*r,  his  fingers  we*re* 
traine'cl  to  touch  only  one*  kc*y. 

If  e*ach  student  re*ai  he*s  his  top 

.ic  hic*ve*me*nt  unch*r  our  giiicl.uice*.  is 
the*re*  any  criticism  which  can  truly 
hurt  iis'r* 

Mns.  N'snc  v  'riieiicsoN 

.Veic  Hrrliii,  lllittois 

Dror  Aiionifiiious: 

Se*ve*ral  ye*ars  ago  I  was  coniroiitcci 
with  the*  same*  prohh*m  you  have*  — 
tcN)  much  outside*  work  and  not 
e'lioiigh  time*  lor  classwoik.  .\fte*r 
se*vc*ral  hiisy  months,  I  ch*c  idl'd  to 
se*t  up  the*  following  syste*m  which  h.ts 
Im'cii  ciuite*  satisfactory. 

.At  the  iM'gmnmg  of  the  scIiimiI 
ve*ar,  1  assign  e*.ich  of  my  adv.uice*d 
typing  students  to  act  as  a  se*cictarv 
to  one*  or  two  te*ache*rs  in  the*  high 
schiNil  The*  stiich'iit  rc'poits  to  the* 
te*ache*r,  or  te*ache*rs.  on  Mondav  .iiid 
colh'cts  .IIIV  mate'ii.d  such  as  te*sts. 
rc'ports.  h*ttc*rs.  e*tc.,  the*  te*.ic-hc*r 
wants  ty|)e*cl  'I'he*  mati'iial  is  inime*cli- 
ate*ly  liroiight  to  the*  tvping  riMini  and 
ke*pt  liKke'd  in  a  file*  until  the*  follow¬ 
ing  clay. 

I  iie'sclay  is  I'riMluction  I  v  ping  d.iy 
My  class  s|N*nds  two  .)0-uunute*  |)e*ri- 
(mIs  tv  ping  for  the*  te*ac  he*rs,  IV  T  \  , 
chilis,  civic*  organi/ations,  iHirough 
olfic  i.ds,  e*tc.  Outside*  work  is  tvpe*d 
only  oil  'l  ue'sclay  in  our  sc  IiimiI  systc'iii 

I  he*  high  scIicmiI  priiic  ip.il  is  in 
accordance*  with  this  plan,  .iiid  whe*n 
he*  is  c'onfreinte'cl  hy  a  citi/e*ii  of  the* 
town,  he  te*lls  him  we*  will  gladiv 
tv|N*  the*  matc'rial  on  the*  s|N*cifie*d 
day.  ( ('inttimit  ti  on  (Mige*  il  ) 


U 


BUSINESS  EDUC.MKJN  WOHLD 


June  17  marked  the  ‘X)th  aimiver>arv  (tl‘ 
the  hirtli  of  John  Kohert  <  antimr 

ami  inventor  of  <  Ire^jj:^  Shorthaml.  and 
|)erhai)S  the  j^reatest  short l>and  '^<Miin'' 
the  world  lias  ever  known. 


90th 


I 


<  ire}.^^  Slnn  thand  is  tanj^ht  in  more 
than  2n,00()  schools  ol  all  types — hij.jh 
schooU.  colleges,  universities,  ])arochiai 
schools,  Inisiness  schools.  llnndre<l'-  ol 
thousands  of  students  learn  <irej;^ 
Shorthand  every  year.  In  the  minds  of 
most  people,  slnn  thand  means  <  Ire^yj, 


Anniversary 


What  does  this  mean  to  hnsiness  and 
e<hicati<tn  ?  With  the  rapitl  expaiisinii  of 
<»nr  economic  system,  there  is  an  ever-  • 
t^rowinjj^  ilemand  for  7k’i'll  trniinul  steiio- 
j^jraphic  and  secretarial  peisoiinel.  'The 
materials  ami  services  of  the  <  ire;.,^j^ 
Ihihlishin^  division  enable  scho«>ls  to 
heljj  meet  the  constant  demand  for 
steiioj^jraphers  and  .secretaries  with  tjtmlity 
t  raining. 


hni.v  Koukki 

1S(,7  V)S7 


<  ire)4}4  means  im*re  than  shorthand,  it 
means  (imilily  .shorthaml.  N’on  can  Ik- 
proml  that  yonr  sclwnd  teaches  <  jrej,jj.j 
Slnirthand — more  than  of  ,\meri 

ca’s  schools  do. 


Srrrin^  Husi/irss  /uimatiofi  Puhlisliiti^ 


GREGG  PUBLISHING  DIVISION 

McGraw-Hill  Book  Company,  Inc. 


>».«  OtHh  <  IIM  A4.4t  SAN  »HAN<l»4«t  IIAI  I  AS  I  OM»ON 


NUN  1‘J57 


Mor*  on  Stoto  Roquiromonts  for  Toochort 


LETTERS  I 


To  tfte  TAitor. 

S«ld(nii  do  1  ittrtt  uiiythiii({  tliat  ktrikes 
aw  cIom;  to  ttoiiu;,  or  ritm»  kuch  a 
iaiiiiliar  Im’II,  as  thr*  Iirttcr  from  Mara; 

S«?vors<»ii  in  tfii-  S4*pt(rmlM;r  issue  of 
HUSINKSS  KUUCATJON  \V(JRM). 

I  iiis  ('onipluint  (oiiies  from  fiimdreds 
of  *itlnT  learhers  and  would-lte 
t*-at'li<*rh  at  all  K'ad<‘  levels  and  in  all 
fields. 

I' or  ('xamole.  |  have  a  sex-ondary- 
seluMd  (t'liincale  from  the  state  of 
New  Mexieo  issued  on  the  basis  «if  a 
li.A.  decree  in  Hnsiness  Administra* 
tion  and  niiw*  hours  in  edii- 

( at  ion  and  hnsinr'ss,  whieh  is  |M‘rfeetly 
K^hkI  for  at  least  five  more  years.  Yet, 
after  moving  to  the  state  of  Ari/xma, 
I’ve  la-en  snhjetled  to  the  whims  of 
state  ediieation  officials  who  declare 
that  I  most  complete  a  csHirse  in 
Aii/ona  ( ionstitiition  ladore  Ireintf  al¬ 
lowed  a  ( lassHNini  position  in  Ari/xma. 
In  addition,  I  most  complete  more  and 
iimie  Ktudnate  hours  each  year— for 
what'r*  Rarely  enoiiKli  money  to  buy 
Kr«Meries. 

Mrs.  Sevf'rson,  I,  ttai,  am  f>f  the 
opinion  that  teachers  apparently  /iren't 
so  badly  needeil.  Teachers  are  merely 


lost  in  the  red  tap<*  of  constantly 
rhaiiKing  i-redit  rerpiirements.  One 
state  may  require  only  a  hi({h  school 
diploma  plus  six  wiN*ks'  summer  school 
for  its  teachers,  while  a  neiKhlxiriiiK 
state  may  ask  for  a  dm-torate.  llie 
minute  a  teacher  crr>sses  a  state  line 
to  srrek  a  {xisition,  she  is  reqiiirt'd  to 
take  all  sorts  of  sensidess  .state-rer|iiired 
(■(Mirst's  in  order  to  obtain  a  certificate. 
I,  and  a  niiiniN'r  of  my  friends,  have 
always  siis|>ected  that  the  reason  Ix;- 
hind  this  constant  hounding  of 
teachers  has  to  do  with  keeping  the 
state  collegf'S  and  universities  well 
attended. 

Ministers  are  imt  required  to  return 
to  college  when  they  change  pas 
toiates.  l>(Ktors  aren’t  forced  to  re¬ 
take  their  medical  training  in  a  state- 
approved  scIkxiI  Ix'lore  iN-ing  allowed 
in  a  hospital.  Why,  then,  should  tea- 
i'fn*rs-tln‘  low«;st  pai<l  of  all  profes¬ 
sional  iX'«iple-l>e  forced  onto  the 
merry-go-round  of  a  iwriM-tiial  <-ollegc 
education  in  order  to  sati.sfy  the  whim 
of  some  state  officials,  only  to  find 
in  four  years  that  the  state  r(‘<|uirc- 
ments  have  changed  and  that  they 
must  iN'gin  over  again? 


Other  professional  people— doctors, 
rlentists,  engineers— are  rerjuired  only 
to  pass  a  state  Ixrard  examination  to 
lie  admitted  to  a  practice  of  their 
profession  in  any  particular  state.  Ap¬ 
parently  one  education,  completed 
once,  is  enough  to  win  them  $1.5,(KK) 
a  year.  But  for  $4,(KK)  or  $.5,(KK)  a 
year,  what  is  a  teacher  told?  “We 
don’t  accept  six  hours’  credit  for  jrrac- 
tice  teaching  from  your  scdiool— you’ll 
have  to  take  it  over  again  in  our  statr* 
university.’’  Or,  “You’ll  have  to  take 
a  course  in  our  State  (xmstitiition  Im*- 
fore  you’re  fit  to  stand  in  front  of  a 
class  in  this  statr-.’’  Or,  “You  don’t 
know  enough  to  teach  until  you’ve 
taken  fifteen  graduate  hours  in  our 
state  university.’’ 

State  d(‘partmcnts  of  public  instruc¬ 
tion  and  IcM-al  school  Ixiards  have 
made  their  own  teacher  shortage.  It’s 
not  that  the  colleges  are  not  turning 
out  enough  teachers— it’s  just  that 
teachers  are  human  iM-ings  tix),  and, 
like  all  other  human  Ix-ings,  they 
eventually  tire  of  iN’ing  tr<‘ated  like 
wayward  children. 

Ki.i/.abkth  I’OSKY 

Tucson,  Ariztnui 


MAIL  COUPON  TOOAYI 


FAMOUS  QUALITY 

Comp0tili¥»ly  prifd  bexowt* 


it's  MASS-FHODUCED 


.N'liii  liliiiig  seal  timgc,  Irlrsdiping  leg  cirsigii,  wcUlcd  lul)i|. 
I.tr  ions  lii.iics,  seamless  tulir  toiisiiui  lion  ,  .  .  ihrM',  pin* 
l{n\iir%  lull  10  seal  gnai.mlee  agamsi  ileirilivc  iiiairiial* 
amt  umkmaiistiip,  give  )on  Ameitia's  Imrsi  value  in  lultlmg 
iltaiis.  I  asiR  gauged  tm  mulliple  sealing. 


NEW... 


QUALITY  rOlDING  CHAIR  FEATURES 
NEVER  BEFORE  OFFERED  AT  THIS  PRICE 


$«nd  Hta  fra*  inforaioiion  on  Royal  Folding  Choir*. 


Individual 

Intlilution 


ROYAL  METAL  MANUFACTURING  COMPANY 
On«  Pork  Avonud,  Now  York  16,  N.Y.,  Dopt.  42-L 


Slraal  _ 

City,  Zotta,  Slot*. 
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The  Bell  Has  Rung! 

( Aiul  }i«re*s  wliat  llui  teacher  says  for  the  next  hour) 

MARJORIE  FISH 

Beaverhead  Cornty  H{gh  School,  Dilion,  Montana 

All  rinlit,  take  your  seats.  The  hell  has  0111^, 

No,  Jack,  yon  may  not  open  the  windows.  1  don’t  kn«»w  when* 
yon  got  the  idea  that  it’s  hot  in  here. 

Yes,  do  each  liiH*  ot  the  conditioning  practice  twice, 
i.arry,  tlid  yon  lorget  to  hny  typing  paper  tignin.^ 

Itoger,  don’t  yon  know  what  the  margins  for  a  5U-spact*  line  are  yet? 
He  sure  yon  get  your  carhon  in  right.  Hememher,  the  carlxm  siile 
is  toward  yon  when  yon  are  ready  to  twirl  it  in  the  machine. 

V»*s,  nse  the  current  date  on  tlu*  letter. 

1  don’t  care  whether  it  looks  innny  to  yon  or  not  — leave  eight  lines 
In-tween  tin-  date,  line  and  the  insitle  address. 

Joan,  get  rid  of  yonr  gnm! 

Sandra,  move  yonr  carriage  wlwn  yon  erase,  so  tlu*  crnmhs  won’t 
lull  inside  the  tyjM'writer. 

No,  Jim,  yon  may  not  go  to  yonr  lock«-r  for  yonr  era.ser.  You’ll  have 
to  l)orrow  Janet’s. 

What,  yonr  machine  do<‘sn’t  work?  I,<‘t’s  .see  what’s  wrong.  laH)k~ 
yon  had  yonr  rihhon  set  on  sti'iicil. 

Don,  don’t  watch  yonr  fingers.  Keep  yonr  eyi's  on  the  c'opy. 

Yes,  Janet,  yon  leave  two  lines  lM*twe«*n  the  complimentary  ch)s<' 
and  the  company  name. 

Heggy,  keep  lM>th  feet  on  the  fl(M)r. 

(diff,  s.t  lip  straight. 

.\nn,  move  yonr  carriagi*  when  yon  era.se. 

.No  wonder  yonr  h-tter  doesn’t  liMik  right,  Terry.  Yon  don  hie  spaced. 

1  most  certainly  tlid  not  tell  yon  to  donhle-space. 

Hemi'inher  to  priMifiead  yonr  work  before  yon  take  it  out  of  the 
machine. 

Darrell,  turn  around. 

Don,  le.ive  Tom’s  machine  aloiu*. 

Yes,  yon  leave  two  spaces  after  the  ctdon. 

Myrna,  get  rid  of  yonr  gnm. 

1  told  yon  to  check  to  st'e  that  yon  put  yonr  carlMin  in  right.  You’ll 
just  have  to  start  the  letter  over. 

(ierald,  nse  yonr  margin  release  when  yon  take  yonr  pa|)er  ont. 

(iet  ready  for  some  timed  writings.  Yes,  donhle-space.  Yes,  nse  a 
7()-space  line. 

Heady— lH‘gin  .  .  .  'lime!  One  minute!  C/heck  yonr  copies.  Yes,  it 
was  only  one  minute. 

Yes,  it’s  an  error  if  yon  didn’t  .space.  Yes,  it’s  an  error  if  yon  didn’t 
indent  for  the  paragraph. 

It’s  time  to  put  yonr  work  away.  Hick  np  any  pajx-r  that’s  on  the 
ffiMir  near  yonr  desks,  and  don’t  leave  yonr  |x*ncils  or  erasers  on  yonr 
table. 

VV'ho  threw  this  pajx-r  on  the  fliHir?  How  many  times  do  I  have  to 
tell  yon  to  throw  yonr  paper  into  the  basket?  'I'liis  isn’t  basketball 
practice,  yon  know. 

(doM*  yonr  Ixxiks,  and  cover  yonr  machines. 

Don’t  forget  to  leave  yonr  letters  on  my  desk. 

( Boll  rinfis,  marking  end  of  period. ) 

Tom,  come  liack  and  cover  yonr  machine  .  .  ,  Tom!  Tom! 

(To  myself)  Just  wait  ’til  tomorrowf” 


Olheri  are  crary  about  our  gorgeous 
new  Redhead  7066  and  7066H  —  with  the 
soft  red  typewriter  eraser  and  red  brush. 


Whatever  yonr  preference,  i.raserStik 
helps  you  turn  out  cleaner,  neater  work 
without  strikeovers  and  ghosts  showing, 
because  F.raserSnk  is  the  new,  the  mod¬ 
ern,  the  iifiier  way  to  erase.  Why  work 
under  a  handicap?  Start  using  laaserSiik . 


TF.ACHF.RS;  A  FRFF.  sample  available 
for  class  demonstration.  Write  on  school 
stationery. 


A.W.FABER-Cil5mi 

PENCIL  CO.,  INC.  •  NEWARK  3,  N.  J, 
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Girls  trained  on  Burroughs  machines 

enjoy  quicker  placement,  better  jobs. 


Training  aids  available  with  these— 
and  all  other— Burroughs  machines. 


American  buaimwaeN  iM*e(l  o|ieratorM— need  tlu*m 
badly — for  tht*  macbinea  which  tlwjy’re  buying  in 
t'ver'iitcrt^aHinK  iiunda^rH  year  afUir  year,  CMearly 
a  waller ’m  job- market  for  tlie  graduate  with  a 
knowliaige  of  theae  tmaily  maatered  machinea! 

Your  Hchool  will  find  Hurrouglw  ma<-hineH  are  the 
laat  word  in  rne<‘hanical  iierfection,  and  ettinomical 
o|M*ration.  'I'liey  are  ho  eaay  to  learn  on,  Ux)  .  .  . 
HO  eany  to  teach  with! 

(let  full  information  about  Burroughs  business 
machines  and  teaching  aids.  Mail  this  coupon, 
or  phone  any  Burroughs  office. 

"IturrtMjgiiii"  anil  ‘'HataatmalM'"  '1'M‘s. 


Ten  Key  adding  maihine -eauy- 
tn-learn  towh  uyntem! 


Sennimatic  acvounting  machine 
—  fast,  nimple  and  atx-urale! 


HUUKOIJCHS  (;()KI‘t)ltATl()N 
Detroit  32,  MichigHii 


Name 


Full  Keyboard  adding  machine 
—  with  courae  in  ahortcut 
addition! 


State 


Calculatora —quiet ,  eaay  operation 
promotea  akill  and  accuracy! 
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breaking 


JEFFREY  R.  STEWART 

Virginia  Polytr^tinif  Institute  Hlai  tsbiirg.  Va 

IN  TIIK  FAIJ-  OK  (lapt.  (now  Lt.  Ool.) 

•  ( lliarirs  K.  Y<*un<*r  Wrokt*  tin*  vnind  harrirr  for  tlio 
first  tiinr  in  fiistory,  in  the  Hi*ll  \-l. 

Tilt*  saino  yoar,  Warrni  Staples,  business  teacher, 
iJniontown,  (Colorado,  “clol)l>ere<l  iiT  on  a  suicidal 
mission— trsiiiK  to  thrust  his  students  ImwoikI  the 
.■iO-wam  harrier  in  tyiH'writinn.  Mark  Holwrts,  hiisi- 
nessman,  Malienton,  Kentucky,  smashed  liead  on 
.nto  the  hrick  walls  of  the  Mall<*nton  scluMtIs  in  an 
attempt  to  fiml  out  how'  to  s(*t  up  a  new  filing  system. 

Vea^er  was  able  to  attain  supersonic  flight;  Staples 
and  holH‘rts  found  impassable  harriers.  TtMlay,  the 
l.ockfi(‘(‘d  F-I04  pictured  afxne  is  Hyinu  at  nearly 
twiev  the  s|M*ed  r)f  sound,  while  Warn*n  Staples  is 
soaking  in  a  rice  paddy  of  dismay  with  a  rusty  tyix** 
writer  wrapix’d  around  his  neck,  and  Mark  Holx'rts 
is  fumin)^  in  a  pile  of  dusty  hrickl)ats. 


Aviators  had  been  having  trouble  for  sevi'ral  years 
in  attaining  supt'rsrmic  s|H‘ed.  They  found  that  th«* 
air  inoh'cules  in  front  of  the  win^s  of  a  hit^li-stX'ed 
aircraft  would  Ix'^in  “p.liiiK  up”  on  top  of  (mcIi  otlit'r 
as  the  |)lane  approached  the  speed  of  sound.  I'his 
pile-up  formed  a  wall  that  In'came  known  as  the 
sound  barrier.  Thi*  inhibition  molecules  that  pilc'l 
up  in  front  of  the  brains  of  Staples'  students  were 
just  as  f)ad.  The  brick  walls  of  the  Malienton  sch(M>ls 
were  t(Mi  thick  for  bolMTts  to  ix'iietrate. 

'Hie  flylxiys  of  a  decaile  a^o  decided  to  check  the 
thickness  ratio  of  the  win((s  of  the  hit'h-s|M‘ed  test 
planes.  A  tfiin  w'n^,  they  reasoned,  would  allow  the 
molecules  of  air  to  slip  l>y.  .Staples  sfiould  have 
cfiecked  the  aspiration  ratio  of  his  students.  Holx-rts 
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Hy  making  a  fvu  vont'funionH  on  hath  tpai-hpra  and  hH»inp»nmpn  ran  uork  out 


sliOiiUI  liavr  (loiil>lr-(-lu‘C'ki‘(i  liis  ratio. 

'I'Ik*  air  riiKiiirorK  working  on  tia*  X-l  installed  a 
r(K-k<‘t  (*n^in(‘  that  vCavr  the  craft  more  |KMinds  ol 
thrust  per  |Hinnd  oi  aircraft  wei){ht  than  any  otlu'r 
aircraft  had.  'I'his  enabled  them  to  take  advantage 
ol  the  new,  thinner  win^.  Staph's  did  not  have  enough 
drive  p<*r  |K>ond  ol  student,  ami  ItolM'rts  lacked 
enough  acceleration  |N‘r  |)onnd  of  scIkniI  wall.  The 
result— l)nfletin((,  aileron  hii/./.,  host*  tuck,  and  two 
hi^  trashes. 

't  here  ar<‘  many  teachers  like  Staples  and  many 
hosinessmen  like  liolMrts,  who  are  lindin^  harriers 
that  they  cannot  cra<‘k.  'rht*s(‘  ohstacles  iniKht  he 
calleil  “nnsonnd**  harriers-the  resistances  of  unfound¬ 
ed  and  iinriMlistic  idi'as  and  practici's  in  education 
and  in  hiisiness. 

lad  us  look  at  a  lew  causes  ol  the  tnrhnience  and 
hnfletiiiK  ol  educators  and  hosinessmen  as  their  Mach 
needles  edj^e  toward  1.0. 


Butin«ftftm«n  and  •ducatori  itrutmizr  an  aihimny 
ionnt'il  far  Inmitu-ss  and  vdutation  in  thi'ir  nlij. 


WF.  F-l)l’(^\’K)HS  olt<*n  state  our  standards  in 
terms  ol  tniniiniiins  and  jud^t*  our  sncifss  in  rt*achin)i 
them  in  terms  ol  maximinns.  On  the  other  hand,  husi- 
nessmen  think  in  terms  ol  an  arrra^r  day's  uork.  For 
i‘xample',  a  hi^h  scIhniI  te-acher  ol  tyix'writing  was 
ri'ceritly  he‘ard  to  say  that  all  IS  eil  her  stiielerits  ceiiild 
tyix*  faster  than  the-  re‘<|uire‘d  rate  for  the*  first  s<*inester 
of  work.  She*  iiiiKht  find.  howeve*r,  that,  altheiiiKh  their 
uve'ra^e*  was  alMive*  the*  minimum  standard,  it  fell 
short  of  the  normal  or  satisfactory  rate  ex|M*cte*el  of 


heninninn  typists.  'Fliis  te*ache*r‘s  approach  was  not 
re*alistic.  \  student  should  not  have  an  arbitrary 
harrie*r  hanging;  ove*r  his  he*ad,  or— to  look  at  it  a 
little  differently— a  minimum  that,  whe*n  once  attaine‘el, 
alleiws  him  tei  re*lax  anel  say,  “I  maele  the  s|H*e*el;  now 
I  can  epiit  tryiiiK-” 

lhisine‘ssnu‘n  like*  .Mr.  ItolH-rts  anel  tenche'rs  like* 
.Mr.  Staples  sheiiilel  ^e*!  to^e'ther  anel  we)rk  e)ut  a  sounel 
se*t  e)f  stanelarels  that  will  Ik*  practical  feir  heith  the* 
office  anel  the*  classreKim.  Fer  example*,  Mr.  He)lM*rts 
e-aii  fine!  out  how  many  le*tters  his  typists  prcKluce* 
e*aeh  elay.  'Iliis  knowleel^e*  will  he*lp  Mr.  Staple's  te) 
ele*te‘rmine*  seime*  of  his  statidarels  in  terms  of  mailahle 
le*tte*rs  rathe*r  than  weirels  a  minute.  Mr.  Staples,  e)n 
the*  e)the‘r  hanel,  knows  heiw  many  worels  a  minute 
his  stuele*nts  ty|K*.  liis  know|e*el('e*,  if  passe‘ei  alem^, 
w  ill  help  .VI r.  HolM*rts  te)  express  se)me  of  his  stanelarels 
for  etnpleiyment  in  words  a  minute.  Kach  has  se>me- 
thiiiK  te)  e)ffer  the  e)the*r  in  the  hnsine*ss-anel-e*ehication 
re*latie)nship.  In  this  su|M*rsonic  a^e,  the*  two  ne*e‘el  to 
j'e*t  tone*the*r  te)  crack  the*  “unse)uner  harrie*r. 

IN  S(:H(K)L,  we  teach  gennl  uork  habits— vspr- 
e  ially  in  e)nr  skill  suhje*cts.  VV'e  evaluate  stuele*nt  pre)^- 
re'ss  partly  in  te*rms  e)f  the*se*  we)rk  hahits.  Husine*ss- 
me*n,  e>n  the*  e)the*r  hanel,  eh)  not  t‘e)nsiele*r  s|K*cilic  work 
hahits  te)  Ik*  se)  im|K>rtant,  as  lon^  as  the*ir  empioye*e*s 
(ii't  thr  uork  out.  What  can  Mr.  Staple's  anel  .Mr. 
Ue)he*rts  eh)  alnait  the*se*  h)psieh*ei  e*mphase‘s?  If  the*y 
W'e*re*  te)  ne*t  to>'e*the*r,  .Mr.  Staple's  minht  find  that  he* 
wouhl  ne'e'el  te)  e‘ne'e)nra^e*  he*tter  we)rk  hahits  fe)r  h)n^- 
raiiKe*  e*lle*ctive*ne*ss,  rathe*r  than  stre*ss  se)  much  im- 
me*eliate*  preHhie-tie)n  for  toelay’s  joh.  I'he*  twe)  e)f  the*m 
e.*e)uhl  we)rk  e)ut  a  realistic  balamc  between  thr  work 
luibits  atui  produetUm  rates  that  they  expe'ct  e)f  the*ir 
stiieh'iits  e)r  emph)ye‘e*s— just  us  engine  anel  airframe* 
e*x|K*rts  ^ot  te)j5e*the*r,  when  the  su|H*rse)nic  X-1  w'as 
he'in);  hiiilt,  te)  work  e)nt  a  realistic  halance  lM*twe*e*n 
the*  amount  of  thrust  anel  the*  amount  e)l  weight  fe)r 
that  aircraft. 

IN  SIIOHTIIANI)  CJI.ASS,  the  te*ache*r  elictate*s  at 
an  exact,  pace*tl  rate*.  In  husine*ss,  the*  he)ss  may  mum- 
hh*  anywhe*re  fre)m  10  te)  200  warn  from  iN'hinel  his 
sme)ky  ci^ur.  The*  re'sult  of  the*  former  is  that  the* 
shorthanei  stueh*nt,  ernce  e)ut  in  husine*ss,  may  ne)t 
Ik*  re*aely  te)  take*  elictation  at  varie*ei  s|K*t*ds,  es|K*cially 
whe*n  the*  elictate)r  is  ct)nstantly  inserting;  ce)rrt*ctions 
anel  using  pexrr  dictie)n.  The  teacht*r  might  jiistifiahly 
cennplain  that  a  Ik)ss  has  ne)  right  te)  ex|K*ct  a  ymiing 
e*tnple)yee*  te)  transfe)rm  |KK)r  elictatie)n  inte)  a  mailahle* 
le*tter. 
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ftrartiral  hu»inoHn-etlui'atian  ftronniimt 


A  talk  with  Mr.  Staples  ininlit  lead  Mr.  Ihdn'rts  to 
realize  that  his  nM‘tlnKls  of  dictation  are  jXHjr.  He 
should  try  to  pronounce  his  words  more  clearly,  iiuli- 
cate  punctuation  when  it  is  needed,  and  set  his  ci^ar 
aside  for  the  f<*W'  minutes  he  is  dictating.  .Mr.  Staples 
would  find  out  a  few  things,  too:  that  h<*  should  dic- 
t.ite  without  a  stopwatcli,  use  unedited  copy,  and 
c‘om|X)se  and  dictate  occasional  letters  “off  the  cuff.” 
He  ini^ht  even  invite  Mr.  Kolx-rts  in  for  a  few  |M*riods 
to  sinok(*  np  tfu*  classroom  with  his  ci^ar,  just  to  sliow 
stndi'nts  what  to  ex|x*ct  on  tin*  other  side  of  the 
"l)arrier.’'  In  tla*  world  of  aviation,  as  aircraft  iM'come 
more  compU*x,  pilots  are  trained  in  more  and  more 
realistic  e({nipment  on  the  (ground  fwfore  they  are 
released  to  the  sky,  'rh<‘  new  Hinht  simulators,  which 
often  c-ost  more  than  the  aircraft  themselves,  are 
excellent  examples  of  this.  In  tfie  world  of  linsiness, 
which  is  also  Iwcominn  mori’  complex,  hnddin^  office- 
workers  nc*c*d  to  i^c-t  more*  realistic  “uronnd”  training 
in  the-  sch(K»ls  Iw-fore  the-y  are-  re-le*ase*d  to  an  incre-as- 
in^ly  antomati-d  hnsine-ss  c-ommnnity. 

TUF.  TF.ACHFH  HAS  A  KFV-that  is,  a  manual 
with  all  the-  answe*rs.  'I'he-  hnsine-ssman  has  lut  ke-y.  As 
a  re*snlt,  <mr  stnde-nts  may  not  lx*  pre-pare-d  at  f^radna' 
tion  to  tackle  prohle-tiis  for  which  no  one-  has  worke*d 
out  the-  answe*r  Ix-fore-hand.  The*y  will  not  lx-  re*aely  to 
hre*ak  thron^fi  the-  “thonnht  harrie-r”  imle*ss  the-y  are* 
taught  the^  cau.srs  of  the-ir  e-rrors,  and  not  only  teeld 
that  the-ir  answe*rs  or  me-thexls  are  WTonn  and  that 
tliey  should  try  a^ain.  Mr.  Staple-s  and  Mr.  Molx-rts, 
in  discussing  the-ir  i)rohle*m,  would  find  that,  e-ven 
thonnh  tfie-re-  is  a  leasic  diffe-re-nce*  Ix-twe-e-n  working 
for  an  e-ehication  and  workinji  for  pay,  we*  can  te  ach 
the-  what,  how,  and  why  nf  lannchinn  into  the-  un¬ 
known,  rathe-r  than  re-lyitiK  on  the-  "subsonic”  te*ac  he-r’s 
ke-y.  Mr,  Staple-s  mi>?ht  elecide*  to  throw  away  his 
ke-y  and  run  his  class  the  way  Mr,  Hoix-rts  runs  liis 
office*— that  is,  by  six)t-cfie*(kirn{  his  stnde-nts'  work, 
he-]pin)c  stnde-nts  to  find  out  why  tfeey  fiave-  erre*d,  and 
showing  tlie-m  flow  to  avoid  similar  errors  in  the* 
future*.  He*  will  se-e-  that  it  is  more*  im|X>rtant  for  a 
stnde-nt  to  nnde-rstand  one*  proble*m  thoron(cfily  than 
to  ne-t  the*  corre-c-t  answe-rs  to  te*n  proble-ms  by  trial 
and  error,  ne-ve-r  nnderstanelinn  any  of  the-m.  Then 
the  stnde-nt  will  Im-  al)le*  to  re-cojjnize-  ceerre-e  t  work 
whe*n  he  Ix-corne-s  an  offiev  worke-r.  The-  emphasis 
must  lx-  on  (|nality  in  orde*r  to  acc-omplisli  the  de*siree1 
"mission.”  In  military  aviation,  the  de*fense  of  onr 
c-onntrv  is  base-d  on  this  same*  premise*.  The  problems 
of  communist  thre-ats  are  fx-in^  me*t  with  aircraft 
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A  bu$in«st  teachvr  i  t.vtf.v  a  hn.xiw’sxtnan  to  i/iMitM 
rntuiiKni  prohli’inM  Sin  It  fnrf-tn-fm  n  nmlni  t  iv  iinpiniinit 


e)f  the*  hiuhe-st  epialits,  maime-el  by  (lie-  uorlel's  be*st- 
traine-el  air  cre*ws.  One-  siipe-rseinic  je-t  Iximix-r  Ix-ats 
a  de>/.e-n  ceinse-ntiein.il  aireialt  in  any  airman's  Ixxik 
WIIF.N  .STl’DFM  S  AltF  C;AI  OUT  se  e  kin^  he  Ip 
fremi  the-ir  e  lassmate-s,  a  ^re-at  ele-al  eif  “bnlfe-tinn'’  eec- 
enrs.  On  the*  ollie-r  hand,  biisine-ssme-n  niniunif’t’  cei- 
eipe-rative*  aitiem.  If  e-eliie-ators  are-  putting  tex)  much 
e*mphasis  em  individual  weirk,  tlie-y  may  ne-e-d  an  anti- 
gravity  suit  in  enele-r  neit  to  “black  exit”  the-  fact  that 
human  inte-ractiem  is  ne-ce-ss.iry  in  e*ve*rythinn  freini  a 
sn|x*rse)nic  Iximbin^  missiem  tei  the*  |)re-paratie)n  eif  a 
financial  re-poit.  .Mr.  beilx-its  says  that  his  Ix-^innin^ 
weirke-rs  se*e*m  tei  be*  afiaiel  te»  ask  feu  he*|p  freun  eilie- 
anotlie-r.  As  a  le-siilt,  the-y  eifte-n  make-  eeistly  e-rreirs.  He* 
wonele-rs  why.  Mr.  .Staple-s'  re  ply  is  that  he-  re-epiire-s  his 
stnde-nts  tei  vseirk  inde*|x-nele*ntly  and  tei  briny;  the-ir 
e{ne*stions  tei  him.  .Mr.  Meibe-rts  fire-s  back  that  Mr. 
.Staple-s  ceinlel  cre-ate*  a  re-alistie-  eiffice-  atineisphe  re-  by 
e-nceiiiray'iny'  stnele-nts  tei  y;ive*  anel  ask  feir  mutual  he*lp. 

I'e-rhaps  Mr.  St.eple*s  fe-e-ls  th.et  e-ei-oix-rative-  weirk 
inte-rfe-re-s  with  his  uradiny;  syste-m.  One-  biisine-ss 
te-ache-r  re-ce-ntly  saiel  that  he*  has  ne-ve-r  had  tei  cei|x- 
witli  the*  proble-m  eif  clie-atiny;  be-cause*  he-  has  ne-ve-r 
use-el  the*  weirel  with  his  stuele-nts  "In  my  classe*s,” 
he*  saiel,  “tfie-  bright  stnde-nts  he*Ip  the*  slowe*r  eine*s. 
I  try  neit  tei  le-t  j;rade-s  inti*rf<-re-  with  re*al  le-arniny;.” 
What  sheiuld  Mr.  Staple-s  elo':*  He-  slioiild  dire-et  his 
stuele-nts*  mineis  meire-  towarel  e-o-ope*ratiein  and  le*ss 
teiwarel  avoidance*  eif  che-atiny',  just  as  the-  flye-r’s  minel 
is  conditione-cl  to  accomplishiny;  the-  missiem  first  anel 
Ix-inu  eeince-rne-d  with  the-  h.izarels  of  fliyefit  last 

by  eeintinuiny'  tei  work  tov'e-the-r,  Mr.  St.iple  s,  the* 
busine  ss  te-ache-r,  anel  .Mr,  beifx-rts  tlie-  busine-ssman, 
will  lx*  able*  to  bre-ak  throny;h  many  more-  unseiunei 
barrie*rs  than  these*  five.  .As  bnsine*ss  te-ae  he-rs,  le  t’s 
elfin  eiur  "space-  he-lme-ts,”  fire-  up  eiiir  "e-ny^ine-s"  with 
aspiration  and  imayjination,  taxi  out  to  tlx*  ramps  eif 
busine-ss,  anel  thrust  our  su|>rrvinic  iele-as  threiuy;fi 
eithe*r  uiisfiunel  barrie-rs. 
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chuirinrii  in  th<‘  New  York  (’ity  hinh 
s(‘h(K>l!ii  are,  first  ami  foremost,  teaclMT  trainers.  The 
recent  iiiHiix  of  |HK>rly  truinc'd,  ina(le<|iiate|y  train<‘<l, 
and  inex|M‘rienced  teachers  has  accentiiatt'd  the  iiri- 
|)ortanc(*  of  this  function.  The  chairman  is  also,  of 
course,  an  administrator,  |)erformint{  a  variety  of 
rootine  clerical  and  administrative  tasks.  Hot  he  is, 
alK>ve  all,  a  sn|M'rvisor  (vincc'rm'd  primarily  with  the* 
improvement  of  instruction,  the  institution  of  uniform 
(h'partmental  pna-ediires,  and  the  professional  growth 
of  the  teaclw'rs  in  his  (h'partment.  In  this  res|X‘ct,  he 
differs  from  dc'partment  chairmen  in  most  hi^h  schools 
throughout  the  cxiiintry,  wIktc*  teach(‘r'trainiti((  is  a 
function  of  the  principal  or  the  assistant  principal. 

New  York  (Jity  hi^h  kcIkmiIs  an*  so  larj^c*,  howc*ver— 
thc*y  average*  Ix'twei'u  125  and  1.50  tc*achers— that  it 
is  olt<*n  difficidt  for  the  principal  to  assuim*  din*ctly, 
systc'inatically,  and  |X‘rsonally  the  teacher-training 
function.  He  therefore  deh'Kates  it  to  his  department 
chairim'U,  who  are  licenst'd  for  the  |K>sitioti  after 
passing  an  extremely  rigorous  four-part,  25-hour  ex¬ 
amination.  Their  salaries  are  approximately  $I,2(XI 
higher  than  teachers'  .salaries,  (.'hairmeii  teach  only 
<»!!<*  to  lour  |M‘riods  a  day,  de|M‘iidiiig  on  the  size  of 
the  (h'partim'iit,  which  usually  has  a  minimum  of  five 
teachers  and  may  have  as  many  as  thirty  or  more. 
The  chairman  has  complete  n*s|Mmsihility  for  running 
his  department  and  answ<‘rs  only  to  the  pnncipal. 
In  actuality,  there  is  little  contact  iM'tweeii  a  t(*acher 
and  his  principal;  the  only  su|H‘rvisor  the  teacher 
really  gets  to  know  is  his  chairman. 

Performing  tho  Training  Function 

The  chairman,  as  a  teacher  tra'n<*r,  has  several 
methmls  at  his  dis|M>sal: 

•  Conferring  with  t(‘achers  iiidis  idually. 

•  Discussing  professional  matters  at  department 
coufer»*nc«*s. 

•  Huilding  up  a  library  of  professional  literature 
and  encouraging  teachers  to  use  it. 

•  Sch(‘duling  iiHxlel  lessons  for  the  departim'iit  to 
ohs4*rve. 

•  Setting  up  and  promoting  an  inters isitation  pro¬ 
gram. 

•  Preplanning  lessons  with  teachers. 

•  Assigning  teacla’rs  to  clepartmental  proj«*cts:  writ¬ 
ing  syllabi,  (.'olh'ctiug  materials,  preparing  exams. 

•  ()bst‘r\'ing  the  teacher  in  his  classriMim. 

The  last  iiiethtHl— actual  observation  of  a  teacher’s 
|M*rlorman(v-is,  if  pro|M‘rly  list'd  and  de\t‘lo|X'<l, 
probably  the  most  efb'ctive  luethtKl  of  improsing  in¬ 
struction  and  t*fit*cting  professional  growth. 

I'he  iiumiM'r  of  visits  that  a  chairman  makt's  each 
trnn  tle|X*ntls  on  the  teacher’s  ability.  He  may  obserst* 
iM'ginners  as  often  as  once  a  sveek,  if  necessary;  ex- 
|x*rieiK'e<l  teachers  usually  tuice  tir  twice  a  term. 
N’isit.s  may  Ih*  cither  announctMl  or  unannoun('t‘fl.  In 
my  own  case,  1  usually  announce  a  ft*w  days  in 
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advance  my  intention  to  visit  an  in<‘\|M‘i  ienct-tl 
teacher’s  class,  sometimt's  I  s|)ccify  tht*  kind  of  lesson 
I  should  like  to  see  (i.  e.,  dev<‘lopmental,  review, 
drill).  Kx|)<*rienced  personnel,  however,  |)r<‘fer  iin- 
annoiinct'd  observations. 

All  visits  should  be  followed  b>  a  conference  in 
which  the  chairman  and  the  teacher  discuss  tia*  l(‘sson 
thoroughly.  In  the  ideal  conference,  the  teaclu'r  is 
led  to  discover  for  himself  his  strong  and  weak  (xiints; 
ways  to  utili/c  the  former  and  eliminate  the  latter 
art*  siiggestt'd  at  this  time.  .Alnive  all,  the  chairman 
should  not  delivf*r  a  monologue  rt'citing  all  the 
teaclier’s  wt*aknesst*s,  omissioiis,  and  sins. 

\  written  obst'rvation  reivirt  sumniari/ing  the  con¬ 
ference  usually  follows.  Favorable  as|H*cts  of  the  les¬ 
son  art*  nott'd;  weaknesses  in  content  and  mt'thoti 
are  listed  anti  followetl  by  careful  and  detailetl  re- 
commeuflations  for  improvement.  The  written  rejMirts 
obviously  can  Im*  of  value  to  teachers  -especially  iu- 
exiH*rit*ncetl  teachers— who  want  to  effect  an  improve- 
mt*nt  in  their  tt‘aching  ability.  In  atlilition,  a  ctillection 
of  these  re|X)rts  prepared  by  a  conscit'iitious  chairman 
i‘an  Im*  a  veritablt*  goltl  mint*  of  information  on 
t*fft*ftivt*  tt*aching  pr(Mt*dures.  For  this  rt*ason,  some 
chairmt*n  |M'riotlically  go  through  their  rt*|)t>rts,  st*lt*ct 
tht*  most  worth-whih*  itt*ms,  anti  ct>mpilt*  what  can 
In*  ctmsiflt*rt*tl  a  mt*th(Mls  manual,  which  is  distributt*tl 
to  all  mt*mlM*rs  of  the  tiepartment  anti  which  servt*s 
as  tht*  basis  for  out*  or  two  tlt‘partmt*nt  ctnifert*nct*s. 

This  st*rit*s  of  articlt*s  is,  in  reality,  such  a  compila¬ 
tion,  ctmtaiuiug  t‘xct*rpts  from  ob»t*r\atiou  rt*|M)rts  of 
siHirthautI,  ty|>ewriting.  anil  ch*rical  practict*  classes. 
First,  the  classriNMU  practict*  that  I  obst*r\i*tl  is  tlt*- 
scrilH'tl;  tht*  etunments  containetl  in  the  re|)ort  follow. 
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A  department  head's  reports, 

CLASSKOOM  I'HAC/nCK:  TUr 
ti'ochrr  not  e  a  H'rtj  hi»ikI  n’tu'tt  and 
■sk ill-hiiildina  . 

HKI’OHT  COMMKM:  I  likr 

to  (-oii){ratiilalc  yon  on  tin*  fine  Irsson 
yon  to  yonr  4-U*montary  stonon- 

r.ipliy  class.  It  contained  most  ot  the 
iii({re(iients  th.tt  a  really  ^cmmI  review 
anti  skill-htiiltliiiK  lev>on  in  shorthand 
shoidd  contain; 

1 .  Yonr  cla.ss  wr<»te  a  ^reat  tie.tl 
III  conn«‘ct(‘d  inattei  lor  practitally 
the  entire  i>eri(Ml.  There  was  consider- 
ahle  dictation  at  varying  speetls. 

2.  The  vowel  review  was  brief  and 
was  accompanied  hy  a  l.ir^fi*  nnmiM'r 
ol  illustrative  words.  Hides  were  elic¬ 
ited  from  the  class. 

V  rhe  class  was  highly  motivated. 
Von  are  tloin^  a  very  ({(kmI  |oh  in 
ininsinK  yonr  (^irls  with  <*nthnsiasm  lor 
the  snhject. 

1.  I'he  lesson  was  psychologically 
sonnti,  in  that  it  was  has«‘d  on  the 
.lecepted  ti'cliniipies  ol  skill  hnildin^: 
ample  r<‘|>etition,  opportunity  lor 
checking  and  sell-evalnation,  attention 
to  dillicnit  outlines,  and  intensive  indi¬ 
vidual  and  class  practice. 

.■>.  Yonr  dictation  ol  two  new'  letters 
was  appropriate  in  this  particular  case. 
Yon  shonhl  not,  howt-ver,  Ktve  tini 
mneh  nnprevit'wed  dictation  in  ele¬ 
mentary  shorthand,  or  yon  an*  testing, 
not  teaching. 

May  I  make  this  reconimt'iidation? 
Do  not  rush  yonr  class  «pnte  so  miu  h. 


based  on  classroom  visits,  highlight  good  teaching  methods 


I  appreciate  yonr  enthusiasm  and  yonr 
will  to  things  done  in  cl.iss-thes** 
iire  hitihly  commendahle — hot  we 
must  ^ive  onr  students  time  to  digest 
what  they  are  doin^.  l*'or  example, 
yon  said,  *'Yon  have  a  hall-minnte  to 
practitt*  tronhiesome  outlines  on  yonr 
own,”  and  yon  actn.dly  ^ase  tin*  stu¬ 
dents  ahont  three  s<*conds  to  do  so. 
(hve  them  that  hall-miiinte,  it  is  time 
well  spent  il  students  are  actually 
prac  ticing  words  th.it  thc'y  leel  they  do 
not  know.  11  yon  wish  to  have  new 
dictation  rc‘ad  h.ick,  ({ive  the  rnliri’ 
class  a  minute*  or  two  to  rc-acl  hack 
notc*s  la’lore  yon  call  on  individnal 
students.  This  time*  is  not  rc*ally  lost, 
liecaiise  the  reachn({  should  then  ^o 
lastei,  all  students  will  then  h.ivc*  had 
.III  op|>ortnnity  to  rc-ad  their  own  notes 
mstc*acl  of  just  the  two  or  thic'c*  yon 
call  on. 

CI.ASSHOOM  I'HACnCK:  Thr 
Irarln'r  did  tu>t  pnn  idr  Muffirianl  t  on- 
nrrti’d-inattrr  dirlation  itt  an  afrnirti- 
lanj  class. 

KKI*OHT  COMMF.M  :  I  he  princ  ipal 
activity  in  shorthand  elassc*s  is  the* 
dic  t.ition  oi  ecinnc*c  ted  m.itter.  Yon 
dictated  only  six  short  sc‘ntc*ncc*s  dnriiiK 
the*  whole  |)eriod.  It  is  true  that  yon 
h.icl  a  lout;  introductory  li‘SM)n  to 
leach,  hot,  i*ven  so.  it  should  have* 
In'C'ii  possihic*  to  inc  hide*  more*  .ippli- 
eation  cliit.ilion  ol  the-  new  stroke's. 
.\s  we*  aj4rc*c*cl  m  onr  eonfc*rc*nc  c*,  yonr 


final  revic'W  ol  words  might  have*  Im-c-ii 
eliminated  and  the  time*  dc*votc‘cl  to 
cliclalion. 

One  oi  the  cpiestions  we  most  al¬ 
ways  ask  oni.sc*lvc*s  at  the  c<nd  ol  c*ach 
lesson  IS.  “Have  I  accomplishi'd  the 
.lim  of  the*  nc*w  lesson,  and  has  my 
class  really  lc*ained  its  eontc'iils'r"  In 
shoilhaiid,  we*  do  not  know  il  lc*arning 
has  t.ikc'ii  pi. ICC*  nnlil  wc*  have*  onr 
sincleiils  apply  the  new  h*arning  m 
conneclc*cl-m.illc*r  clicl.ition-lhat  is,  in 
the  context  in  which  it  will  actually 
lx*  nsc'cl  As  yon  know,  the*  ahihty 
to  write  isol.ited  weirds  is  no  true*  indi¬ 
cation  of  ahihty  to  take*  dictation  and 
to  write*  the*  same  words  in  connc*ctc‘cl 
matter  under  a  variety  of  c'onchtions. 
rhc*ri‘loie,  one*  oi  the*  m.ijor  aims  of 
yonr  pl.mning  mnsi  he*  to  eliminate  all 
excess  motions  in  oidc*r  to  piovicle  as 
much  time*  as  possihh*  lor  dictation, 
more*  dictation,  and  still  more*  dicta¬ 
tion. 

( Aniitlicr  rrjnnt  tlcalinn  u  ith  tint 
same  ncakncHH  tncniinns: ) 

It  is  nc'cessary  to  c'liinin.ite,  as  scnhi 
.IS  possihh*,  praiiiee  on  words  and 
short  sc'iitenci's,  and  to  concentrate*  on 
coniic'c  ted  matter  ol  some*  length,  even 
in  I'h'inentary  c  la.ssc's.  Word  prac  tic  e 
ni.iy,  of  course*,  lx*  nseci— in  f.icl,  it 
is  oftf*n  highly  dc*sirahh*  to  fixns 
.itteiition  cm  ni*w,  diificnlt,  or  impor¬ 
tant  outline's  in  cirder  to  antoinati/c* 
students'  writing,  hot,  .is  alre.icly  mc*n- 
lioned,  all  .utivities  (word  praciice, 
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M'litiMKf*  prtf('tu'<‘,  prf'MnitatUMi  (A  iww 
priiicipifk,  rliMiikki(Mi  tA  thi*ory  i  iiiiikt 
Im-  M'<-<Hi(lary  to  kiifilaiiM'il  dictatioii  in 
kpiirt*  from  (Ht  to  75  Mx-onds. 

Dictation  khoidd  Im*  followed  by  stii- 
•  leiit  M'lf-evalnation,  by  cbec'kin^  ont* 
litKn  (Ml  pa|M*r  aKuiriHt  blackiNiard 
(Hit  linen,  by  remedial  pratlice,  by 
directed  pratlite  (mi  h[)«‘cific  ontlinen 
and  phraM'n,  and  then  by  (Mie  or  more 
ie|N'titionK  of  the  name  material  at  a 
pioKO'hkively  bi^lier  rale  of  n|)eed  nn- 
III  a  Koo<l  de^l«•e  of  ffiieney  and 
aiitiMiiali/^tion  lia*  lN*en  acipiired. 

(;i.ASSI<(M)M  FHAf.TICKi  hi  Uach- 
inn  >n'tr  \niuriplf,  f/ie  tvaciu-r  firr- 
irnli-d  ceri/  fnv  illuHtratiie  imtliurH. 

HKI'DH'I  (.'DMMKNTi  In  prestMilinK 
new  ntroken  or  prineipli'K,  it  is  advis- 
alile,  es|  M'cially  with  iN-^inners  or  slow 
nlnd(>nts,  to  ((ive  as  many  illiislralions 
as  possible  'I'wo  oi  three  exampl<‘S  are 
not  «*noiit4h.  f!opioiis  ilhistralions  will 
allow  one  esam|)h*  to  leinforci*  aii- 
olhei,  thus  insuring  more  ade(|iiate 
and  more  [X'rmanent  leamin^f.  Yon 
ne«*d  not  stick  to  the  iMMik  oiilliiK's; 
inInMhice  other  words  that  the  class 
can  write.  One  time-saving  inethiMl  is 
to  write  five  or  ten  new  words  on  the 
b<jurd  for  unison  class  readiiiK  as  yon 
point  to  the  outlines. 

CI.ASSIUMfM  FHAC.TICKi  77ie 
trarhrr  rtnploifcil  niany  ^{oor/  trch- 
uiiiui  H,  rsiicrinlly  tlnm’  drt  ntcd  to 
jniHi'utinn  m-it  t  otnh  to  the  (hm. 

KKPOin  ( OMMFNT:  I  would  like 
to  eommend  yon  on  the  following. 

1.  'file  iiM"  of  5-s<'(ond  timings  to 
encourage  faster,  more  flneiit  writiiiK 
on  individual  words  is  an  excidlent 
devicr*  when  employed  sparingly. 

2.  Yonr  nnison-res|X)nse  phrase  re¬ 
view  was  K(Mid  and  should  lx*  con- 
tinned  as  one  technitpie  ainonu  many 
for  leuchfn^  phrasr's.  It  is  advisable, 
however,  to  point  to  the  outlines  at 
random,  rather  than  in  definite  order. 

3.  Yonr  rerpiest  to  the  class  to 
furnish  examples  of  words  emlMMlyiiiK 
the  new  vowel  sounds  h‘ariied  was  a 
very  KihkI  one  for  fiKtisiiiK  attention 
on  the  iii'w  sounds. 

4.  Yon  paid  (‘onsiderable  attention 
to  phonics  'fin’s  is  especially  iin|>or- 
taut  for  onr  uirls  liecansr*  of  their 
difficnlly  in  recouni/iiiK  vowel  sounds 
and  in  relating  them  to  their  shorthand 
coimteqrarts. 

5.  Yinir  itu'IImhI  of  having  one  .stu¬ 
dent  hi'lp  another  when  a  diffinilty 
arises  is  a  hitfhly  desirable  one.  Harely 
answer  u  rpiestion  yonis<-lf  if  a  stnd(*nt 
can  do  so. 


A.  'fhe  lesstMi  ciHitained  a  sinninary 
of  llie  vtrwels  learned.  Sninmarics  are 
very  important,  Ixrth  in  the  middle 
and  at  the  end  r>f  the  lessiMi,  and 
should  lie  an  integral  part  of  every 
(ilaii. 

7.  Yonr  riM'tlKMl  of  having  the  class 
(heck  notelMNik  outlines  against  the 
w'ork  (Ml  the  Ixiard  is  a  giHKl  (Mie.  It 
gives  students  an  opportunity  to  eval¬ 
uate  their  own  work,  to  make  correc- 
ti(Mis,  and  to  shar|M‘n  their  jxiwers  of 
observation  and  discrimination. 

(;l.ASSIUM)M  FK.AC'fIC:E!  The 
tnuher  loted  a  variety  of  trchnufucM 
in  I  oiufudinn  tfie  IcHHon 
HKFt)Kr  COMMENT:  May  I  c-om- 
iiKMid  yon  on  the  tremendous  amount 
of  material  yonr  class  covered  in  the 
coiirsi*  of  one  iieriiHl  Students  were 
kept  busy  thronghont  with  a  variety 
of  important  activities:  theory  review, 
dkiation,  reading  back  shorthand 
notes,  reading  shorthand  plate,  and 
clt(‘cking  shorthand  noti’S  against  the 
text  plate  for  evaluation.  Yonr  class 
co-o|>erated  with  yon  very  niwiy,  and 
yonr  (piestions  and  ri'ipiests  for  read¬ 
ing  were  well  distributed.  I  am  cer¬ 
tain  tfiat  yonr  students  appreciate  your 
cheerful,  friendly,  Indpfnl  manner. 

( A  report  to  another  teacher  on 
the  Mine  nietho/f  routain.ii  thh  ex¬ 
cerpt :) 

The  essTMKx*  of  most  of  onr  short¬ 
hand  Iess(Mis  should  Im*  intensive  prac- 
tkt*  to  build  antomati7aiti(Mi  on 
outlines.  Wliile  we  do  not  discard 
theorv ,  we  must  realize  that  most 
li'arning  will  take  plac-e  only  if  girls 
are  given  an  opportunity  to  write  the 
outlines  frixpiently  enough  so  that  the 
writing  will  In'cnme  automatic.  F'lir 
this  reason,  most  of  the  material 
covered  in  class  should  lie  subjected 
to  intensive  drill  under  the  dired 
guidance  of  the  teacher,  who  calls 
attention  to  the  fine  |>oints  of  the 
materials  iN'ing  drilled  (Mi  and  checks 
to  see  that  the  ipiality  of  the  work  is 
high.  One  of  the  licst  ways  to  give 
such  practice  is  the  opeii-lMxik 
methiKl,  in  which  students  point  to 
their  plate  shorthand  with  oik*  hand 
and  write  tin*  dictated  (Mitlines  as 
many  times  as  thev  can,  in  accordance 
with  the  teacher’s  instructions.  Em¬ 
phasis  can  thus  Im*  plac<*d  (MI  the  more 
difficnil  outlines  and  whatever  else  the 
teaclM*r  thinks  imiMirtaiit.  Tlie  .stud(*nt 
iM*<*d  not  wrestle  w’ith  the  csinstniction 
of  the  form  of  the  outlin<*s,  liecause  a 
jx*rfect  iiKKlel  Is  always  in  friMit  of 
lM*r;  she  is  frt*<*  to  concentrate  on 


other  matters.  This  is  in  accordance 
with  the  rec-ornmendatioiis  made  by 
I.«slic  ill  his  Methods  of  Teaching 
C'.regg  Shorthand. 

f:LASSK(K)M  FKACTICE:  The  class 
read  Irack  all  dictated  letters.  There 
was  little  attention  to  punctuation. 
REFOKT  C:OMMENT:  Your  class 
read  back  the  four  letters  you  dic- 
tat(*d.  Ia*ading  shorthand  authorities 
advisi*  us  again.st  this  practicr*  on  the 
grounds  that  much  valuable  time  is 
s|M*nt  in  reading  that  could  Im*  more 
profitably  us(*d  for  additkaial  dictation 
and  sp4‘<(l  building.  More  sp<‘ed  Is 
ac(|uir(‘d,  more  facility  gained  in  writ¬ 
ing  than  in  reading;  conse(|uently, 
emphasis  should  be  (xit  on  writing. 
'Phis  is  ii'it  to  deny  the  importance  of 
reading  shorthand  notes.  It  <Mily  m(‘ans 
that  such  reading  should  Im*  done 
sparingly,  usually  for  the  purpose  of 
testing  and  keeping  students  on  their 
t(M*s.  RememlK*r  that  they  read  plate 
shorthand  every  day  as  luMuew’ork. 

Tlie  time  saverl  in  reading  back  only 
one  of  the  letters  could  then  have 
Im-cii  u.sed  for  previewing  the  dk-tated 
letters  and  for  taking  one  letter  and 
drilling  on  it  intensively  to  build  s|M*(‘d. 
.May  I  also  suggest  that  most  of  the 
letters  dklated  Im*  tim(*d,  and  that  tlu* 
class  lie  informed  of  the  s|M*ed  cither 
lM*fore  or  after  you  didate.  S(*(*  how 
a  class  that  is  normally  taking  H(i 
warn  perks  up  when  you  say,  ‘Tm 
going, to  didate  the  next  letter  at  KX) 
words  a  minute.  Ia*t’s  see  if  you  can 
get  it!”  Interest  is  very  much  height¬ 
ened  by  this  pradic'e;  students  are 
eager  to  know  if  their  speed  has  im¬ 
proved. 

Finally,  please  have  yonr  class  in¬ 
dicate  all  pundiiation  marks  when 
they  read  back.  Yon  ask(*d  them  to 
read  only  commas,  probably  taking 
for  granted  that  they  kn(*w'  when  to 
use  the  periixl  and  (jnestion  mark. 
Many  students,  however,  are  not  c«*r- 
tain  when  a  sentence  ends  or  what 
constitutes  a  sentence;  and  it  is  im- 
IMirtant  that  we  Ix'gin  to  fiKus  their 
ilti'iition  on  the  ('oiiventions  of  writ- 
t(*n  English  as  simmi  as  possible.  In 
addition,  students  should  indicate 
apostrophes  and  hyphens. 

( Another  excerpt  on  the  same  point 
read.s  at  folhnes:) 

(k-nerally,  it  is  advisable  to  have 
only  tK*w'-matti*r  didation  read  back— 
although  it  is  |M‘rmissible,  of  course, 
to  have  oth(‘r  dictation  read  back 
(K-casionally  if  you  b***!  that  the  situa¬ 
tion  demands  it. 

(Ctintinued  on  /tane  'I')  } 
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SMITH-CORONA  MAKES  A  NEW  FILM 

I  “Better  Typing— at  Your  Finger  Tips”  stresses  fundamentals 


TMK  photo  above  was  taken 

III  the  enurse  of  sh(M>tiii({  Smith- 
(airona’s  new  1ft  iiiiii.,  •TO-ininiit«' 
tolor  film,  “Better  Typiiiji— at  Your 
EiiiKer  Tips.”  Keatnrinn  Norman 
.Saksvi(4,  a  fornwrr  world's  champion 
s|>e<*d  typist  who  is  now  Smitli- 
f^orona’s  ediiuutional  dire<-tor,  the  film 
concentrat<«t.  on  the  “rights”  and 
“wroiiKs”  in  typewriting  fundamentals. 

rhe  presentation  is  informal,  pro¬ 
fessionally  smooth,  and  visually  at- 
traciive.  TTiroughont  most  of  the  film. 
SaksviK  ( who  is  a  personable  actin’  ■ 
speaks  directly  into  the  camera,  ex¬ 
plaining  “rights”  and  “wrongs.”  Some¬ 
times  he  demonstrates  (Mtints  himself 
first  photo  at  rigfit);  vnnetimes  one 
or  Inith  of  the  mo<iels  who  act  as 
students  help  with  the  demonstra¬ 
tions  ^S€^co^d  photo  at  right).  The 
three  of  them  type  on  manual  ma¬ 
chines  during  most  of  the  him;  then, 
with  tl»e  aid  of  a  clever  camera  trick, 
tliey  switch  to  electrics  near  the  end 
Ixittom  photo). 

.Vlthoiigh  the  film  Ls  not  compre¬ 
hensive  in  sT'ope,  it  does  stress  fun- 


d.mieiitals  eficctively,  with  a  light 
touch  that  students  will  find  appeal¬ 
ing.  it  «‘mphasi/.<‘s  that,  hy  a|>plying 
five  fundamentals,  a  typist  can  ty|M' 
the  right  way  with  half  the  effort  that 
it  takes  to  type  the  wrong  way. 

Becau.s«  the  film  is  directed  to¬ 
ward  larth  sclifNil  and  business 
groups,  it  is  slightly  inconsistent  in 
its  viewpoint  ( some  remarks  seem  to 
l>e  addresM‘d  to  students,  some  to 
office  wrrrkers);  hut  the  fault  is  not 
serious.  “Plugs"  frrr  .Smith-Tarrona  pop 
up  at  intervals,  hut  they  are  not  oh 
jec-tionahle.  The  film  c-an  Ik-  recom¬ 
mended  for  instriu'tional  purpose's. 

“Better  Typing — At  Your  Finger 
Tips”  replaces  an  earlier  film  hy  thr- 
same  name.  'Ffie  first  film  was  viewed 
hy  more  than  two  million  people,  and 
Smith-Ciorona  exper-ts  tlie  new  one  to 
do  even  In-tter.  It  is  immediately 
available  for  free  showings  (except 
for  a  slight  trans{>ortation  charge)  to 
schrarl  and  business  typing  groups, 
from  the  distributor,  McKlcrn  Talking 
Pic-tiire  Sc*rvic«,  3  Fast  .'54  .StreH, 
\'ew  V'ork  22,  .New  York. 
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about  teaching  your  students 


proper  attitudes.  If  you  cover  your 
subject  effectively,  you'll  also 


LIROY  A.  BRENDEL 

West  Ftempiteid  (New  Yofk)  High  School 


WK  HEAR  A  Un'  TODAY  about  tlie  scliool* 
responsibility  to  ''teach  the  student  subject  mat¬ 
ter.*’  Why  is  the  emphasis  always  placed  on  teaching 
the  student?  Why  is  subject  matter  given  a  secondary' 
empliasis? 

The  advocates  oi  such  a  philosophy  maintain  that 
the  attitudes  developed  in  scIkx)I  have  a  life-long  influ¬ 
ence  on  the  student.  Tliere  is  little  room  for  argument 
here.  Hut  there  are  otlier  teachers  who  ask  us:  'Teach 
the  student  what?"  What  do  we  say  to  these  teachers 
who  still  Ixfiieve  that  iM*rsonal  qualities  should  Ixt 
taught  in  as  tangible  a  way  as  is  shorthand  or  l)4M)k- 
keeping?  1  would  like  to  rcMiiind  these  teachers,  who 
are  so  right  in  their  intention,  of  some  facts  that  are 
often  overlooked: 

When  you  teach  your  students  .... 

—to  k<*ep  themselves  neat, 

—to  ke(‘p  desks  and  desk  drawers  orderly  and  floors  clean, 
—to  keep  neat  notebooks,  not  scrawled  hit-and-miss  notes 
and  computations, 

—to  di.scard  paper  scraps  and  wrappings, 

-to  stack  paixn’s  (duplicating,  typing)  neatly, 

—to  clean  machines  regularly, 

—to  erase  lioards  when  finished, 

—to  re-place  chairs  and  straighten  desks  when  class  is  over, 
-to  arrange  blinds,  to  turn  out  lights,  and  to  close  windows 
when  leaving  the  room. 

.  .  .  then  you  arc  already  teachinf^  NEATNESS,  OH- 
DERUNESS,  and  PRIDE. 

When  you  teach  your  students  .  .  . 

—to  meet  deadlines, 

—to  kec*p  appointments, 

—to  keep  up  to  date  on  assignments, 

-to  follow  through  on  an  assumed  or  assigned  duty  (e.g., 
arranging  the  bulletin  lK>ard), 

.  .  .  then  you  are  already  teaching  PROMPTNESS  and 
RESPONSIBILITY. 

When  you  teach  your  students  .  .  . 

—to  compose  letters  that  are  friendly  and  tactful. 

—to  speak  nonnally,  without  shouting, 

—to  use  "Please"  and  "Thank  you," 

-to  use  "Yes,"  “No,"  and  "I  lieg  your  pardon."  instead  of 
“Yea,"  "Naw,"  and  "Huh?" 

-to  interrupt  neither  conversations  nor  the  teacher's  in¬ 
structions, 

—to  rr'frain  from  chewing  gum, 

.  .  .  then  you  are  already  teaching  COURTESY. 

Wlu‘n  you  teach  your  students  .  .  . 

-to  settle  down  to  business  on  entering  the  classrcxim, 

—to  think  througli  a  job  aiul  prepare  all  necessary'  supplies 
l>efore  Ix'ginning  to  work, 

—to  lal)el  file  drawers,  paixTS,  folders,  etc., 

—to  use  the  back  of  incoming  correspondenct-  for  the  car- 
lion  reply, 

—to  use  plain,  inexpensive  jiaper  for  file  copies  whenever 
possible,  instead  of  business  forms, 

—to  continue  working  when  visitors  enter  the  room. 


— tu  use  electric  lights  only  when  necessary,  adjusting  blinds 
to  get  the  best  natural  hght, 

—to  tunj  off  electric  switcltes  on  macliines  not  in  use, 

—to  return  supplies  and  equipment  from  where  they  were 
obtained, 

.  .  .  then  you  are  already  teachinfi  them  to  romerie 
TIME,  SUPPLIES,  and  WASTED  EFFORT. 

When  you  teach  your  itudents  .  .  . 

—to  remain  quietly  in  their  seats  during  pressure  periods 
(e.g.,  timed  writings  and  production  tests),  not  rising  to 
sharpen  (lencits  or  obtain  papers, 

—to  make  no  demonstration  when  work  does  not  go  well 
(jerking  paiser  from  machine,  banging  carriage,  etc.), 

—to  avoid  finger  smudges  in  typing,  folding,  sealing,  stamp¬ 
ing. 

—to  prepare  wjat  corresjxmdence  and  carlMrn  copit's  free 
of  “crow’s  feet," 

—to  empty  (lencil  shaqiener,  to  refill  stapler,  to  change 
typewriter  ribbon  when  net'essary, 

—to  write  neatly, 

—to  make  no  marks  on  pa|)ers  or  in  IxMiks  that  will  Im‘  used 
by  others, 

—to  place  |Mpers  ordwiy  and  neatly  on  the  teacher’s  (em¬ 
ployer’s)  desk, 

.  .  .  then  you  are  alreiuly  tearhinff  SEId'-COSTHOL, 
CONSIDERATION,  and  CONCERN  FOR  THE 
SAFETY  OF  OTHERS. 

When  you  teach  your  students  .  .  . 

—to  maintain  their  own  supplies, 

— tu  obtain  [lermission  when  it  is  nec'essary  to  use  another 
[yerson’s  supplies,  not  helping  thi'msr'lves, 

—to  keep  furniture  and  walls  frr“«»  of  carvings  and  pencil 
marks, 

—to  respect  and  stay  away  from  the  teach<;r’s  d(‘sk  and  files, 

.  .  .  tfu'u  you  are  already  teachiuff  RESPECT  FOR 
PROPERTY  AND  PROPERTY  RIGHTS. 

When  you  tea/di  your  students  .  .  . 

— tu  keep  their  finislied  work  face  down  on  their  desk  when 
turt  working  on  it, 

—to  cover  nnfinislied  work  in  tyjK^writers  when  not  working 
on  it, 

—to  kee|>  their  eyes  on  their  own  work,  not  glancing  at 
another’s, 

—to  keep  tlieir  eyes  off  the  teacher’s  (emplrryer's)  pa|M*rs 
when  in  fsmfererKJe, 

—to  avoid  gossiping, 

,  .  .  then  you  are  alremhj  teaching  RESPECT  FOR 
CONFIDENTIAL  MATERIAL. 

When  yoti  teach  your  students  .  .  . 

—to  chec'k  all  typing,  dates,  calculations,  etc.,  lx*fore  suli- 
mitting  work  and 

—to  use  the  copyholder-prcKifrearler  in«*thod,  esix-cially  for 
stencils  and  spirit  duplicating  masters, 

.  .  ,  then  you  are  alremly  teaehina  ACCURACY. 

When  you  teardx  your  students  .  .  . 

—to  willingly  stay  overtime  when  it  is  necessary  to  com¬ 
plete  a  job. 


-to  vt)luntet*r  their  serviws  in  times  of  rush  jobs  or  emer- 
gcncies, 

—to  willingly  |)osti>one  their  own  work  for  the  good  of  the 
class  (offic-r*), 

-to  look  for  things  to  Ik*  done,  even  in  the  Anal  minutes 
of  the  class  ix'riod, 

.  .  .  then  you  are  already  teaching  COOPERATION . 
Wheit  you  teach  your  students  .  .  . 

-to  listen  carefully  and  make  notes  when  instructions  are 
given, 

-to  ask  <|U(‘stions  when  instructions  are  not  clear  and  to 
review  those  instructions  before  beginning  a  job, 

-to  ask  no  (|iiestions  to  which  the  answers  can  be  reailily 
found, 

to  read,  aiirl  then  re-read  textlKXik  instructions  before 
asking  for  help, 

—to  comph'tr*  all  lioini'work  and  class  assignments  as  in¬ 
structed, 

.  .  .  then  you  are.  already  teachinn  SELF’RELIANCE 
and  THE  AHII.ITY  TO  FOLLOW  INSTRUCTIONS. 

When  you  teach  your  stuilents  ,  ,  . 

-to  arljnst  work  habits  to  diffen'iit  typ<‘s  of  work  (the 
({iiality  of  one’s  work  difft'rs  lM*tween  draft  and  final  copies, 
iM'tween  interoffice  and  outgoing  mail), 

—to  di.scriminate  In’twei’ii  the  different  costs  of  communica¬ 
tion  S4*rvic«*s  (for  the  telegram,  siK*cial  delivery,  personal 
nn*sseiiger,  etc.)  and  to  use  ear-h  when  the  neerl  justifies  It, 
—to  si'lect  and  use  the  iM-st  duplicating  process  for  each 
particular  job, 

-to  estimate  the  “reasonableness”  of  answers  that  are  ob¬ 
tained  on  statistical  machines, 

.  .  .  then  you  are  alnwly  tcachiufi  JUDGMENT. 

.\nd  when  YOU,  the  teacher  ... 

—set  u  giKnl  example  in  the  work  you  do, 

-practice  what  you  teach, 
encourage  the  devehynnent  of  skills, 

-exerciw*  patience  and  understanding  in  developing  these 
attitudes, 

conduct  your  class  in  a  dignified  manner,  never  forgetting 
your  role  as  t<*aclier, 

,  .  .  then  you  are  already  teachina  TRAITS  OF  A 
MOST  RENEFICIAL  NATURE 

More  classHMitn  sitiiatioii.s  cun  Ik*  cited  tliut  teach 
pro|K*r  uttitiides  und  traits.  'I’liis  list  is  merely  intended 
to  cnlightr’ii  the  teacher  in  two  directions; 

( 1 )  To  sIkiw  how  eveti  insignificant  classroom  situa¬ 
tions  may  instill  in  stiuh'nts  the  drrsirahle  traits  that 
<*niployers  and  srKiety  exjMu  t  tire  scltools  to  rievelop; 

(2)  To  sr*rv<*  us  a  jumping-off  point  in  a  triuclrer's 
re-eva  I  nation  of  hi.s  ter  hniqne,  enermraging  a  U><-hnir|ue 
that  will  t<*ach  thr*  snhj<*ct  matter  and  at  the  same  time 
impri'ss  on  tin*  students  the  development  of  rh'sirahle 
[K*rsrmal  traits. 

(NOTE;  This  article  was  insjHred  hy  the  theme  of  this 
month's  ftfty-fifth  annual  concention  of  the  Neiv  Enf(’ 
land  Rusiness  Educators’  Assorialdon,  of  which  the 
author  is  president,— Em um) 
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EACH  vttulent  u  taught  to  lake 
ttotes  ti  hile  she  talks  on  phone. 
All  have  opfwrtunity  to  talk  on 
hotton  phone  (htrinff  st'niester. 


1 1  Jl  N1)  is  rHEHK  u  iiiinilM‘r 

w  \  when*  ho  will  lx-  uhlo  to 
roach  you,  sir?” 

“Yos,  Miss.  ABnor  1-2244." 

“Thank  you.  I’ll  have  Mr.  Black 
call  you  as  s(m>ii  as  lu*  rt'turns  from 
his  lunch  date  with  his  wife.” 

‘Thank  you.  CioTKlbyt'.” 

“(aKxlhyc." 

“Now,  who  has  any  criticism  t<i 
make  alxuit  how  Mary  handlorl  the 
call?  Yos,  Jano?” 

“I  don’t  think  she  should  have 
mentionod  anvthing  about  h(*r  Ik>ss 
(*ating  with  his  wife,  Miss  N’an 
Horn.” 

“Bhyllis?” 

“Should  she  have  even  mentioned 
that  he  was  out  to  lunch?” 

“Yes,  those  are  lx)th  grKxl  ]K)ints. 
A  secretary  shouhl  lx*  impersonal  to 
a  stranger.  I  don’t  mean  you  should 
Ix'  cool.  Mars,  just  imp<*rsonal.  .\ny- 


llt..\Ri  of  Teletraiuer  unit  ts 
eontritl  hox  hy  tihirh  teacher  can 
ftroiluce  dial  tone,  ringing,  atui 
husy  signal.  Here,  Alice  Von  ll<»m 
gives  husy  signal  on  student's  phone. 
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STUDENTS  UMiutllij  talk  over  ph<itu‘$  from  oppnvitr  sUirs  of  room. 
Host  of  rims  listens  over  lotul>f^u>nkrr  and  takes  critiral  notes. 


to  schoo 


(ine  else  have  any  coimiieiit?  Yes,  what  is  it,  Melen'r^’ 

“Well,  I  think  u  conph*  of  go<Kl  points  were  that  she 
siXike  clearly  and  asked  just  the  information  her  h«>ss 
would  need  to  know.” 

“Yes,  very  gcxid.” 

This  is  a  classnH>in  at  katheriiu*  (hhhs  ScIkk)!,  in 
New  York  City.  Three  times  a  year,  Alice  Van  Horn 
instructs  her  students  in  the  technitpu;  and  etirpu'tte 
of  handling  offic'**  telephone  calls.  'Fhe  students  are 
using  a  new  teaching  aid  called  th<*  Teletrainer."  It's 
part  of  the  Teletraining  Program  lM?ing.  intriKluced  hy 
the  New'  York  Telephone  (Jompany,  as  well  as  <»ther 
memlx-rs  of  the  Itell  System.  'Hie  program,  which  con¬ 
sists  of  l)oth  the  teletrainer  and  an  associated  teach(*r’s 
guide,  was  develo|K*d  hy  Hell  in  answer  to  a  n'<juest 
made  hy  the  Baltimore  (Maryland)  (aty  ScIhk)I  System 
for  training  e<|uipinent  and  materials. 

In  using  the  Teletrainer  program,  the  stiulents  talk 
to  each  other  over  real  telephoiws  that  are  connected 
throtigh  a  control  fK)x  manned  hy  the  teacher.  The 
control  hox  is  plugged  into  the  nearest  elecrtric  wall 
socket.  With  a  touch  of  her  finger,  the  teacluT  rings 
either  phone,  souiuls  a  dial  tone  or  a  husy  signal,  and 


controls  the  \olmne  of  an  attache<l  louds|M‘aker  that 
amplifies  th<‘s»’  sounds,  plus  all  conversation,  to  the 
classHMun.  'I'his  loudsiN'aker  enahles  the  other  students 
to  participate  more  in  each  cull. 

Miss  Van  Morn  often  stations  one  of  the  phones  out¬ 
side  the  classHMim  to  create  a  mort*  realistic  situation. 
The  class,  of  cours«*,  listt'iis  over  the  louds|)eaker  and 
then  evaluates  tlu*  entire  conversation  on  a  printt^d 
(‘valuation  form. 

Kach  practice  conversation  usually  lasts  two  iiiiniites 
and  is  followed  hy  a  criticpie  of  the  sarn<?  duration. 
During  one  ])eriod,  t(‘n  or  fift(‘(‘n  calls  may  Im*  pructic'(;d, 
thus  giving  most  of  tin*  girls  in  the  class  the  opportunity 
to  us(‘  one  of  the  phoni's. 

.\lthongh  only  two  phones  cun  Im*  connected  to  the 
control  hox  at  tlu*  same  time,  thr(*c‘  phones  are  included 
in  the  program  loaned  to  Katiu'rim*  Ciihhs  and  neurhy 
scIkmiIs.  The  (‘xtra  phon(%  hutton-typ4%  is  avuilahh* 
only  in  the  Manhattan,  Bronx,  and  W<‘stchester  areas 
of  New  York  State,  This  ty|M;  of  husiness  phone  is  un¬ 
familiar  to  most  stuch'iits,  even  thosr^  living  in  this 
(ciiti'r  of  the  world’s  husin<‘ss;  and  v)  explanatory 
<  harts  are  includ<‘d  in  the  kit  for  the  t(‘aclM‘r’s  use  (set; 
illustration  on  next  page).  Since  the  Teletrairrer  unit 
is  us4‘d  thrf*!*  times  during  the  semester,  (*ach  girl  has 
opiKirtimity  to  maki*  at  Ii'ust  one  practice  call  at  the 
hutton  phone. 

TIk*  115-page  teaclu'r’s  manual  that  is  included  in 
the  kit  covers  all  phases  of  tel<‘plK>n(;  usag(‘.  The  man¬ 
ual  contains  chapters  on  (1)  the  eUmients  of  a  tele¬ 
phone  call,  (2)  answering  a  cull,  (3)  making  a  call, 
(4)  using  the  directory,  (5)  out-of-town  culls,  (fi) 
telephone  [M'rsonality,  (7)  an  evaluation  form,  and  (H) 
a  motion-pic’tiire  list.  .Most  chapti’rs  (xintain  a  variety 
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fif  tckrphoiK*  eacii  oim* 

illiMtrMtiiiK  M  c;all  iriade  under  certain 
(vmditions. 

S<ime  give  irolh  tides  of  tfie  con- 
versMtkHi,  some  give  one  side  and  al¬ 
low  a  student  to  react  to  tlie  situation 
on  his  own,  and  smiMr  set  the  scene 
and  allrrw  ImHIi  students  to  use  origin¬ 
al  conversation. 

Tlie  scoprt,  content,  and  organi- 
/atkni  (tf  tliis  material  in  the  Tele¬ 
trainer  kit  are  the  result  of  siig- 
gestkms  from  educatkmal  authorities 
and  teachers  who  have  tested  it 
throiigliout  the  country,  and  from 
husinessmen  and  their  firms,  who 
wish  to  improve  the  telephone  habits 
of  future  personnel. 

Otm*  of  the  schools  using  the  new 
kit  is  Kye  (New  York)  liigli  School. 
J.  Kdward  Stratton,  assistant  princi- 
I)al  and  head  of  business  c-ducation, 
reaHerl  to  the  kit  in  this  way:  “High 
school  students  giuierally  feel  that 
they  know  all  there  is  to  know  almiit 
using  the  telephone.  After  all,  they 
can  never  reineinlH*r  a  time  when 
tlM'ir  homes  were  without  phones. 
'Iliis  complacency  made  thi*  teaching 
of  telephone  usage  rather  difficult  .  .  . 
After  s<‘eing  the  practice  unit  and 
discussing  the  teacher's  guide,  we 


were  not  only  receptive  but  enthu¬ 
siastic  about  trying  it  out.  What 
s<jme  of  us  felt  might  be  ‘just  another 
gadget’  began  to  impress  us  as  a 
really  useful  and  effec*tive  teaching 
tool.” 

Business,  of  course,  is  also  in- 
tersted  in  the  program,  sirKe  even 
rmvices  in  an  office  answer  and  make 
telephom:  calls.  When  employees 
know  the  principles  of  gcxxl  tele- 
pltone  usage,  their  courtesy  and  effi¬ 
ciency  help  to  cmhance  Ixith  business 
and  ciutomer  relationships.  Are  the 
stiwlents  themselvc*s  interested  in  the 
Teletraining  program?  Anyone  who 
has  seen  a  teenager  spcMid  two  hours 
on  the  telephone  knows  the  answer 
to  that. 

Tlie  telephone  companies  creatcxl 
the  Teletraining  program  as  a  ser¬ 
vice  to  its  customers.  They  loan  a 
Teletrainer  kit  to  a  school  for  a  period 
of  one  wf‘ek  or  more,  rhi*  kit  Is  then 
removc'd  unci  transferred  to  another 
school.  Details  alx>ut  the  program 
may  Ih*  obtaiiuxl  from  any  liK'al  tele¬ 
phone’  offict*.  All  branc’hc’s  of  the  Bell 
System,  as  well  as  many  indefK*nclent 
cHfinpanies  across  the'  country,  have 
Tc’Ic’trainer  kits  ready  for  distribution 
to  your  schcx)l.  —  Rntwii  Parker 


Th.A('ll EH  Alice  Van  Horn  uncs  chart  to  explain  hulton  phone  to  xtiulentx. 
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“we  teachers”  now 

After  her  first  year  in  a  city  school,  this  teacher  was  discouraged; 
now,  as  she  enters  her  third  year,  she  feels  that  she  '^belongs'' 

DOROTHY  H.  SCH  W  A  R  T  Z  Christopher  Columbos  H.  S ,  New  York  City 


Not*:  Afi»*  Schwitrtz'  refUiium.%  oti 
firit  year  itj  InuineiM  teaching 
tvere  recttrded  in  “Strniehfnly  Sluytild 

Have  Told  Me _ "  (HEW.  Nov.  ’5fi, 

p.  14).  The  reception  to  that  article 
was  so  encouranififi  (annmn  tHher 
thina$,  U  was  reprinted  in  lliKh  Points, 
the  New  York  City  teachers  tnaga- 
zinc)  tiuit  the  author  decided  to  take 
\l4K'k  of  her  secorul  year. 

SOMKWHKHK  in  tlif  of 

my  stHtMid  of  tc^ic-liinK. 

ti'achers  went  trunsforiiiecl  in  my 
mind  from  “tliey”  to  “wo.” 

Now,  it  may  woll  Im*  tli.it  tins  stato 
of  affairs  was  hroii((lit  alioot  liy  ms 
own  transformation  from  “siilistitnto” 
to  “ro^iilar”  teathor  (on  piohation, 
to  lx*  sure,  but  “roj^nlar”  iion»*the- 
lessi.  liecaiisi'  of  this,  some  fondi- 
tions  are,  thankfully,  d.fferent.  Gone 
IS  the  harussiiiK  “no  work,  no  pay" 
diM-trme,  my  sularv  has  Ix^en  ad- 
lusted  for  nonteachiiiK  exi>erience; 
the  [Mmsion  system  now  makes  the 
dim,  dark,  far-awax  future  financially 
less  dim,  less  dark;  alxise  all,  there  is 
no  lonitcr  the  apprehension  alxiut 
one’s  fate  at  the  einl  of  the  term. 
And  Immuh  rid  of  “sec-ond-cla.ss”  status 
means  IxuriK  rid  of  traditions  that  can 
lead  to  indittnities. 


Feiiia|)s  it  is  mean  and  ()etty  to 
think  in  {yersonul  terms  first  of  all.  Yet 
formal  status  is  important,  and  my 
statu.,  has  undeniably  improved.  I 
doubt  very  much,  thougli,  that 
teachers  iH^eume  "we”  instead  of 
"they”  only  liecaiLse  of  this  c'haiiKe 
in  my  own  status.  Time  also  had 
something  to  do  with  it.  After  two 
yc*ars  of  teuchiiiK,  I  can  see  for  my¬ 
self  that  I  am  not  any  lon((er  the 
iK-ophyte  1  was.  'Flie  overriding  sen.s<* 
of  insc'curity  that  w'as  mine  for  some 
time  after  I  iH'i^an  to  teach  is  now 
lessc'iiiiiK  To  some  extent,  this  is 
the  rc'sult  of  ordinary,  anticipated 
Krovsth,  but,  in  my  case,  as  in  the 
case-  of  others  who  are  n«*w  to  teach¬ 
ing  but  have  had  exp«*rience  in  other 
fields,  it  had  lieen  difficult  to  accept 
iM'iii^  classc'd  with  the  Hed^linKs 
aKain 

N'oi  am  I  any  longer  obsessed  with 
the  sense  of  always  Ix'iiiK  wron^. 
This  "tiirninK  on  onevlf”  is  a  natural 
habit  for  teachers,  it  scxmis,  and 
<*veryone  and  everythmit  apix,'ar  to 
encourage  it.  Sclirx)!  administrators 
insist  that  four  out  of  five  classrcMirn 
disturbances  are  the  fault  of  the 
teacher;  your  peers  tell  you  that  this 
or  that  situation  is  your  fault.  So 
when  your  work  isn’t  ({oinK  too  well. 


it  ap|)ears  to  lie  most  logical  to  cpies- 
tion  yourself.  As  time  k*****  <>»•  how¬ 
ever,  I  discover  that  1  am  not  always 
wrong;  and  it  is  with  enormous  re¬ 
lief  that  I  no  longer  tremble  to  search 
within  mysedf  for  the  cause*,  obvicais 
or  hidden,  of  every  blunder. 

'I1iis  new-found  confidence  in  my 
teaching  is  drastically  different  frinn 
the*  |>essimism  I  exiM'ric'nct-d  a  year 
ago.  I  felt  then  that  I  had,  during 
that  horrific  first  yc*ar,  touched  the 
depths  of  ignorance  in  the  art  of 
teaching.  I  was  dc*]>rc*ssed  and  dis¬ 
pirited.  Although  I  had  worked 
hard,  the  results  had  l>e«*n  piair.  I 
was  haunted  by  an  increasing  (and, 

I  Ix'lieve,  justified)  mistrust  of  my 
own  abilities.  I  knew  generally  what 
had  to  lx*  done;  I  had  little  idc'ii  of 
how  to  go  aixmt  doing  it. 

Somi-time  during  my  second  year, 
f  made  some  im|Mirtant,  thexigh 
hardly  original,  discover  it's,  c'xploit- 
ing  these*,  I  gradually  approached  a 
Ix'tter  understanding  c)f  iHrtli  teach¬ 
ing  and  teachers. 

First,  I  must  confess  to  the  sense  of 
inadecpiacy-thorougidy  reinforced 
by  a  course  in  adolescent  psychology 
-that  assailed  rue  concerning  the 
difficulties  of  teaching  adolescents, 
(  Continued  on  iu-it  ) 
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IT'S  "Wl  TEACHSRS"  NOW 


I  now  reall/<*  dial  M'orklll^  with  ado- 
UtiK'4*fit«  ik  iKit  iif'f-rkharily  nuirf* 
fraii(()it  with  pt'ril  than  workiiiv(  with 
any  (rftw'r  afir  Kirnip.  1  think  that  part 
ol  till*  troiihh;  ar««w  from  my  «wii 
confiikioti  of  ‘'K'lKfaiK"*;”  with  “teacfi- 
itm”  I  liati  to  l«■arn  to  r<‘('<it(ni/«;  tfiat, 
althoiiKli  we  tr>ai-tii*r*  ar<*  ri'Hpoiikihlr 
f«ir  providing  adr^inati*  K«idan<'i‘,  wi- 
of'Ttairdy  arr*  n«»t  rxprulrrf  to  Insir 
tfte  full  l>urd<*n,  ^ithr‘r  at  indivtduali 
or  ax  a  K>^oup,  and,  further,  that  th<‘ 
pur[MHM'  tif  tin*  tfaoher  in  th«  claxx- 
r«M>fn  it  tr'achhiK.  riot  dxhlanct;. 

Oddly  i‘noii({h,  I  find  that  iny 
((r(*at(*xt  appreciation  of  tint  fail 
cmncK  not  during  tcachiiiK  iM*ri<Mix, 
wlicn  I  am  involved  with  Icxmhi  con* 
tent,  hut  diiriuK  my  l>uildiuK*tup<‘r* 
vition  axHi|4nmcut  I  would  not  admit 
|>uhlicly  to  enjoying  thix  axxiitnmcnt, 
lext  I  Ih*  acciixT'd,  at  worst,  of  heresy, 
or,  at  least,  of  “playinK  thrir  Kame” 
(whoever  “thev”  ininht  la')j  yet  I 
khould  Im*  waiitiiiK  contiderahly  in 
honesty  il  I  did  not  a(kuowl<*dKe 
that  it  was  here  that  I  first  perceived 
a  defiuahle  result  of  |>c*rsistence  and 
patience.  .  .of  tcMchiiiK. 

While  I  could  tio  douht  find  la'tter 
uxe  for  to  miiiutc's  than  devedopin^ 
a  refic'x  to  hlown  (or  thrown)  .straw'* 
wrap|M‘rx,  it  is  still  satisfying  to  note 
that,  us  the  tc‘rm  proKicsses,  the  more 
umcMiiihle  studc'ut  iiivariuhly  olnuTves 
s|M*cific  regulations,  the*  less  amena* 
hie  responds  (souic‘timc‘s  even  ^ra* 
ciouslv?)  to  a  gesture,  unci  even  the 
lf*ast  amc'iiahlc*  sc'Idom  fuss<*s  after  a 
ll•|M'atc>cl  lecpiest. 

At  the*  same  time*,  I  apparently 
made  the*  mistake*  of  atte*mptiu(;  to 
teach  |>e*e*rs,  not  IukIi  scIiimiI  pupils. 
It  had  ueve*r  crossed  my  mind  that 
my  |{e*ne*ial  s|>ee*ch  and  viK'ahiilary, 
to  lalNirioiisly  and  deliciously  built, 
miuht  piove  to  Ih*  a  handicap;  but  it 
certainly  was.  Have  you  ever  re* 
felted  ill  class  to  a  "ti'chnicpie  of 
execution,"  only  to  find  a  student 
who  cie*fiuc*cl  "e*xe*c*ution”  as  "the  hot 
seat"'**  ( ioulcl  any  adult  other  than  a 
teacher  ima|{iuc*  that  the  reaclion  to 
a  defiuitioii  of  “ambiguous"  would  Im*. 
"'leac'lie-is  alu'iiyn  use*  hard  words"? 
1  had  ail  interim  but  (fortunately) 
biii*f  lliirrv  at  the  other  extreme. 
Always  suKKe*stible,  I  lM*|iaii  to  pick 
up  some  of  the*  stiideMits’  S|>eech 
habits  (dro]>piiiK  the  "k"  from  the* 
“iiir"  suffix,  iisiiiii  “clidju"  or  "ja"  for 
"did  you,"  "wassa"  for  "what’s  the" 
or  "wadclaya"  for  “what  do  you”).  I 
still  ha\e  to  csincentrate  on  the  par* 


ticular  piobic'iii  erf  c;ouimuiilcatioii*- 
huildiiiK  theirs,  reconstruci  11114  mine;. 

Sc'cond,  faced  with  several  differ* 
e'lit  clasM'S  daily  and  the*  need  for 
ade(|uately  pre[)ared  "public-  appc*ar* 
anc-c's”  lH*fore  c;ach,  I  liecame*  jx-r* 
tiirbed  by  my  lack  of  materials.  Hav¬ 
ing  Ih'Kuu  teaching,  as  one  does  all 
|obs,  with  only  my  lw*aci  and  my 
hands,  I  hastenetd  tci  collect  whatever 
was  available -mem*  texts,  cilcl  exami* 
nations,  mimeo)4raphed  material,  spe* 
cial  projects— with  the  notion  that  the 
more  I  acepiired,  the  lietterr  tc*acher 
I  would  Im;.  It  didn’t  take  lon(4  to 
dixceiver,  however,  that  iisiiiK  all  the 
materials  effectively  recjuire*cl  Inith 
pre'c-miik  time  and  special  handliiiK, 
and  that  I  had  no  (4uide-  to  S4‘lc*ctivity . 

For  the;  time  iM^iii^.  the*re*foie,  I 
ke*ep  the  vij^il  with  the  stiieh'iits’  text 
and  the*  teacher’s  haiicIlHHtk  and  syl* 
lahiis.  .And,  ulthou(4h  1  re*ad  the  liter* 
ature*  de*votedly,  I  do  not  jump  at 
newly  advancc'd  idc*as,  I  have  clis- 
csjverc'd  that  these*,  tcwi,  lecpiire  time 
and  handling,  and  that  aKuiii  I  have 
no  Kuicle  to  s(*lc*ctivity. 

Third,  so  ({reat  is  iny  relaxation 
from  the  te*nsions  I  originally  e-xireri* 
enc<*d  in  the  classriHNii  that  I  have 
deve*lo|Mcl  into  an  exhibitionist,  if  not 
a  downli^ht  "ham."  I’ve  decidc*cl  that 
t(Mi  much  exhibit iouism  is  undc*siru* 
ble,  since;  I  ob8<*rve  that  it  is  some** 
times  interpreted  as  "excitaliility" 
(which  it  is  not);  or  that  students 
follow  the  "acting"  with  amusc*me*iit 
but  may  not  |)erc(*ive  the  learniiiK  to 
which  it  is  directed.  Yet  this  new, 
exulM*raut  stage  is  so  pleasantly  in 
contru.st  to  the  tensions  of  my  first 
year  that  I  am  loath  to  part  with  it. 

This  exhibitionism  c*xtende*d  also  to 
a  laxity  in  planning  lessons  for  siib- 
jecls  I  had  already  taught.  I  have 
not  yet  allowed  myself  to  Ih*  com* 
pletely  unprepared,  but  I  have  lx*e!i 
l>een  cpiite  willing  to  Im*  only  .some* 
what  pic*purc*cl,  giving  mysc*lf  more 
rein  to  observe  reac-tious,  to  leaiii  to 
space  ni‘W  materials  lM*tter,  and  to 
improvise. 

Fouilh,  I  discovered  that  gcHMl 
testing  is  not  easy.  .Apart  from  those* 
awkward  forimilatloiis  that  I  cle* 
siguc*ci  to  test  what  I  had  taught,  and 
which  more  than  cK-casionally  missed 
the  mark,  I  found  that  my  own 
anxieties  created  student  anxieties 
In  grading,  I  discovered  that  I  did 
not  know  some  "undc*ist<HHr’  rules 
alHiut  measurements. 

There  is  every  reason  to  Ih*  candid 


aixiut  this  piobic-m.  The  tc‘st  f  and 
other  '  sc-oies  of  students  are  used  to 
c.-ompare  tf*achers  as  well  as  students, 
even  tfioiigh  teachc*rs,  like  students 
are  not  at  alt  alike,  this  should  make 
cermparisons  cMlioiis,  but  it  doesn  t 
IVrsoiially,  I  should  by  nature  favoi 
"marking  rm  the  curve,"  sinc-e  I  fine' 
satisfaction  in  a  mathc'iiiatical  Cf*r* 
taintv;  yc-t,  here  again  we  pit  student 
against  studc*nl.  Has  a  workahle 
mc*th(Mi  yc*t  Imcci  disc-ernc;d  foi 
matching  the  sludc*nt  against  liirnst’lf 
rathc*r  than  against  others?  I  would 
Im;  intc*rc*stc‘d  in  lc*arning  about  the 
subjc*ct. 

Fifth,  and  last.  .AccustcMned  as  I 
was  to  constant  suiM^rvisioii  in  an 
office,  fc*w  things  suri)ri.s<*cl  me  more 
than  tlic*  discovery  that  su|M*rvision 
ill  teaching  |N*rimts  an  almost  iinlim 
ite*d  hlM*rly.  Just  as  c*ach  office  01 
company  has  its  own  routine  and 
working  melli<Mls,  to  which  the  c-m 
ployic*  is  naturally  c*xpc*c1ed  to  c-on 
form,  so  in  teaching  thei*  are 
administrative  and  dc'partrneii  il  oat* 
terns  that  must  Im-  followed.  F  ven  so, 
there  rc*maiu  numerous  oppor unitic*s 
foi  eK|M*rim(*ntiug  and  dc*vt'ioping 
one’s  own  tc*ac-hing  tec-hnic|uc*s.  F'oi 
example*,  nr  su|M*rvisor  d(H*s  not 
s|M-cifv  lh.it  the  keylMiarcl  Im*  pre*- 
sc'iitc'd  all  at  onc-e  01  “pic*c-emc*al,’’  or 
that  the*  uumlM*is  Ih*  prc*sented  only 
fioiii  the*  guide-  keys  (home  row);  I 
nc*c*cl  not  c-onfine  mys(*lf  to  a  spc-c-ific- 
uumlM*r  of  le'ssoiis  a  week  in  short* 
hand;  iic*ithe-i  must  I  Ih*  tc*ac-hing  the 
same  item  at  the*  same  minute  cjii  the 
same  day  as  my  t-ollc-agiies.  I  am 
expc*ctecl  to  use*  my  own  judgment 

My  aeljiistment  to  such  freedom  to 
"develop”  tenik  more  than  a  yc*ar,  foi 
I  rc‘cogui/e‘cl  c'arly  that  gcKHl  trac-heis 
are  made,  not  Inirn,  and  my  ego 
( rt;me*mlM*i,  ple-ase*,  that  I  mentioned 
not  c-ariiig  to  In-  chessed  with  the 
He*clgliugs  I  dc*mancled  a  faster  pace 
toward  the-  attainment  of  maturity. 

Teachc-rs  have  aclc*quate  conserla* 
lation,  hetweve*r:  thc*re  is  always 
another  chauc-e.  Te*rm  after  term,  wc- 
arc*  offc*ic*el  an  uiuemitting  opportii* 
iiity  for  improvement. 

And  it  is  to  this  third  year  of  eip* 
|Mii1unity  that  I  now  leN>k  forward 
Bc*causc*  I  clieln’t  delilM*rately  set  out. 
in  my  sc*c-oncl  yc*ar  of  teaching,  to 
think  alMiiit  these  or  any  other  par* 
ticular  observations — Irecaiisc-  the*\ 
just  hap|M‘iie‘d  in  the  natural  c-oiiise 
of  events— I  am  ho|M*ful  and  c-onficlent 
airout  this  third  yc‘ar,  not  doubting 
that  it,  liMi,  will  yield  its  share  of 
reflec-tioii  and  growth. 
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M(JS'I  OF  US  like  tu  uw  piuctict* 
sets  in  our  Ixjijkkceping  and  ac- 
c-oujiting  classes;  but  we  have  some 
inisg.vings  ultoiit  their  I'ifectiveness, 
usually  fur  three  reasons. 

1.  Some  students  do  not  work  in- 
de|)endentiy,  “Ixirrowing”  from  their 
neigh  Imrs. 

2.  Other  students  ask  the  instruc¬ 
tor  fur  help  insteail  of  trying  to  solve 
their  own  problems. 

■i.  The  sets  cannot  l>e  graded  ac¬ 
curately  Ix'cause  of  reastMts  1  and  2. 

If  practice  sets  are  to  l>e  worth  the 
cost  and  time  that  are  expended, 
they  must  Ire  fang/it— not  merely 
"administered.'’  Accounting  and  Ixxik- 
k<‘f‘ping  instructors  may  Ire  interested 
in  the  devices  I  have  adopted  to 
(C'ontitnu'tl  on  next  pane) 


Practice  Sets 
are  for 

PRA  CTICE 


If  prat  lice  aels  are  l(t  he  worth  the  ettsi  and  lime  that  are 
exi)ended,  they  mitst  he  tauff/it — not  just  administered 
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SALES  lOURNAL 


Column  Headingt 

Debit 

Credit 

Accounts  Receivable  Sale*. 

$13.736  39 

$13.736  39 

SALES  RETURNS 

AND  ALLOWANCES  JOURNAL 

Sales  Ret  (j  Allow-Acct  Rec 

$  129  37 

$  129  37 

PURCHASES  JOURNAL 

Accounts  Payable 

$ 

$11,661  3f 

Purchase* 

11.164  42 

Store  Supplies 

144  76 

Office  Sipplies 

152  15 

General 

2X00 

Totals 

$11,661  33 

$11,661  33 

PURCHASES  RETURNS  AND  ALLOWANCES  JOURNAL 

Acrt  Pay-Pur  Ret  (j  Allow 

$  628.70 

$  628  70 

GENERAL  JOURNAL 

(Pencil  Footings) 

$59,810  39 

$59,810  39 

CASH 

RECEIPTS  JOURNAL 

Geneia 

$ 

$21.383  69 

Sales 

8.19682 

Accounts  Receivalrle 

10.6X  10 

Sales  Discount 

21398 

Cash 

40,065  63 

Totals 

$40.27961 

$40.279  61 

CASH 

PAYMENTS  JOURNAL 

C-enera' 

$25,847  08 

< 

Accounts  Payable 

10.797  35 

Pur<  hate  Discr>int 

20621 

Cash 

36,438  20 

Tola  s 

$36,644  43 

$36.644  43 

CASH  lALANCE 


Column  Headings 

Debit 

Credit 

Previous  Balance 

$  884321 

Add  Cash  Receipts  from  CP 

40,9656 

Tota 

$48, '308  84 

LmdiiCt  Cash  payments  fron.  GP 

36,4  38  26 

Pre*«-'  r  Pa'.P  Balance 

$12.47064 

Check 

Sheet 

Part 

1 

WEEK 

1 

2 

3 

4 

DATE 

May  1-7 

May  8-13  May  15-20  May  24-30 

CASH  balance 

$6,581  10 

$6,635  30  $10.63082 

$7.758  81 

NET  SALES 

4  627 

5.371  92 

5.021  49 

2,625  2^ 

NE  T  purchases 

1.127  80 

4, 167  25 

3,034HfJ 

2938  9fj 

Part 

II 

WEEK 

1 

2 

3 

4 

DATE 

June  1-3 

June  5- 10  J 

une  12-17  J 

une  19-24 

CASH  BALANCE 

$5,248  4ri 

$6,274  76 

$9,961  99  $1 0,650  M 

NET  SALES 

2  383  8f) 

i,6-!5  72 

6.96208 

3,85650 

NET  PUPCHASES 

2  '-05  X 

1.375 

4.170 

TRENT  Practice-Set  Quiz 

Sample  QuottMMt:  Sourca  Antwar 

I  [He  total  rash  sale%  fo< 

)urie  ar'oonted  to^ 

?  Merrhandiv*  sold  on  < 'Cdn  — — — 

rhirinu  May  amounted  to-^  ? 

i  Ttic  net  amount  oxpr-  ted 
f>e  coll<r»f.d  on  Accojnt'i  ^ 

kerei/atre  for  June  is? 

4  rt  e  '■.redit  memorar  durT.  v/eo  ””””””””  — — — 
ir,  Harley  faootery  on  |ur>c 

frP  4 
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DEVELOP  YOUR  STUDENTS' 


uvmcuine  tiiese  weakiieiuMf*.  Kirkt,  1  | 
nuike  up  two  (omu,  which  1  give  to  ; 
e«<ii  student:  (1)  a  Pniof  Sh^  and 
(2)  a  Check  Sheet 

Cli««kin9  and  Proofing 

'llte  student  is  instriicled  to  prove 
his  practice-set  work  weekl>  by 
checking  hu  figures  agairut  the 
Check  Slieet.  He  is  also  asked  to  sub-  ^ 
mil  a  VrixA  Street  showing  his  vari- 
ouN  journal  totals  lor  the  entire  month  | 
prior  to  postuig.  If  his  Prixif  Street  is  I 
(tirrec't,  tire  student  is  told  that  Ire  £ 
ituty  prrxjeed  with  posting;  if  it  is  in¬ 
correct,  the  Proof  Sheet  is  returned 
to  him. 

A  week  of  class  time  Nhonld  Ire  set 
aside  for  working  only  on  tire  prac¬ 
tice  set.  During  this  time,  the  in¬ 
structor  should  work  larth  with  the 
class  as  a  whole  and  with  individual 
students  iir  making  sure  everyorte 
understands  all  types  of  transactions 
and  tireir  effect  oit  accrHinting  re- 
IMirts  Emphasis  is  not  so  much  on  the 
practice  set  for  itself,  but  on  the  ap¬ 
plication  of  accxrunting  principles  and 
prcx«dures.  In  otlrer  words,  there 
must  Ire  a  reascm  fcrr  every  step.  Prac¬ 
tice  sets  are  trot  intended  to  Ire  c-crpx 
work  err  cleric'el  rcrutine.  Definite  as¬ 
signments  sltcruld  Ire  given  each  day 
as  a  goal  fcrr  lire  student  to  reach  the 
next  day. 

for  Proctico,  Not  Grading 

I  do  rrert  Irelieve  that  practice  sets  ^ 
shctuld  Ire  graded.  In  view  of  the  C 
teaching  aids  and  individual  instruc-  7 
tiem  that  are  furnishcMl,  ample  op-  * 
ircrrtiinity  is  provided  for  stiidcMits  to  | 
csanplete  tire  practice  set  c-orrcctly.  I 
Instead,  1  tell  my  students  that  the  t 
purpose  erf  tire  set  is  ter  give  them  an  | 
opiMtrtunity  to  put  into  practice  the  I 
ccrmplcte  ac'cerunting  cycle  by  means  f 
of  one  realistic  and  ccrinprehensive  § 
prctblem,  ratlier  than  thrinigh  a  seru's  ■ 
of  slunt  prcrblems,  us  tliey  have  Ireen  if 
tiering.  5 

An  (tbfective  examinatiiHi  is  given  I 
at  the  cxMiipleticm  of  the  set  in  order  Z 
to  chet'k  tire  student's  knowledge  of  I 
its  various  asjrects.  it  is  an  *’<rpen-  | 
iKrok"  exam,  in  tirut  the  student  is  jx 
permittrxl  to  use  his  set  to  Icxate  e'er-  | 
tain  informatiern;  he  gives  not  only 
the  aiuwer,  but  also  the  .soicrre  of 
each  answer  that  he  gives.  It  is 
through  the  use  trf  these  methtrds  that 
I  am  convirroed  that  the  practice  set 
c-an  ireexmre  a  useful  and  valuable 
teaching  device  fcrr  all  iNNtkkreping 
uikI  Mi'cxriinting  teachers. 


Hk;h  s(:h(K)l  students 

dem't  need  to  knerw  business 
law — that's  why  we  have  lawyers." 

Serme  seccmdary-schcrol  busirress 
teachers  are  still  making  this  com¬ 
ment.  It's  an  easy  statement  to  dis¬ 
prove.  Frcrm  his  first  purchase  erf  a 
piece  erf  candy  err  an  ioe-CT’eam  cxrne, 
everyone  engages  in  busirress  activi¬ 
ties  thrcnighcrut  his  life.  The  law  that 
is  basic  to  these  daily  activities 
shcruld  Ire  part  erf  the  background 
I  tliat  ferrtifies  orre  to  meet  the  chal- 
I  lenges  erf  life.  Just  as  an  autermobile 
driver  needs  ter  be  familiar  with  the 
laws  erf  the  rcrad  in  errder  to  drive 
safely,  so  the  citizen  needs  to  Ire 
familiar  with  the  basic  laws  of  the 
highways  of  business  life.  The  citi¬ 
zen  should  know  when  to  ccmsult  a 
lawyer  just  as  he  should  know  when 
to  have  his  car  lubricated  and  when 
to  buy  gasoline  in  order  to  continue 
driving. 

If  it  is  granted  that  every  high 
schcKil  studemt  should  know  the  basic 
business  laws  erf  our  land,  it  follows 
that  tbe  textircroks  should  Ire  written 
at  the  student's  level  erf  understand¬ 
ing.  Are  business-law  textberoks  texr 
difficult  for  high  school  boys  and 
girls  to  understand? 

Vocabulary  Is  Appropriato 

Application  erf  the  Ycrakam  Re¬ 
adability  Formula  in  a  derailed  study 
of  all  available  high  schcrol  business- 
law  textircroks  reveal  that  these  texts 
are  written  with  a  vcK'abulary  load 
that  ranges  frcrm  grade  U  thrcrugli 
grade  12.8.  The  cmly  two  textbook.s 
on  the  twelfth-grade  level  wc?re  both 
written  Irefore  1U4I  and  are  nert  used 
to  any  great  ext««t  nerw.  'lire  average 
(mean)  grade  level  was  11.1.  Nearly 
half  the  textlxarks  were  at  a  level 
Irelcrw  the  eleventh  grade.  It  is 
evident  that  mcjSt  irf  the  high  schcxrl 
business-law  testlxarks  nerw  in  use 
c-an  Ire  iinderstcrcrd  by  the  average 
eleventh-  or  twelfth-grade  student. 

In  order  ter  determine  the  diffi¬ 
culty  of  s|rcx'ific  legal  terms,  I  tab- 
ulatcxl  all  words  enecruntered  in  the 
high  schcrol  business-law  textberoks 
that  ranked  above  the  first  3,(XK) 
werrds  in  Tlromd  ike’s  20 .000- word 


list.  1  separated  the  legal  werrds— 
there  were  361  erf  them — from  the 
list  and  compared  them  with  the 
ncmlegal  words.  It  turned  out  that 
the  legal  words  were  cmly  slightly 
more  difficult  than  the  nonlegal  ernes. 
A  student's  general  vcrcabulary  will 
have  almcrst  as  great  an  effect  cm  his 
understanding  of  business  law  as  will 
his  legal  vcrcabulary. 

In  order  to  find  out  how  many  of 
these  legal  words  should  be  under- 
stererd  by  the  layman,  I  submitted  the 
361 -word  legal  vcrcabulary  to  a  jury 
erf  business-law  teachers  and  to  a 
jury  erf  practicing  lawyers  thrcxighout 
the  country.  Tire  exmsensus  of  these- 
juries  was  that  understanding  the 
meanings  of  211  of  these  words 
wcruld  Ire  of  great  value  to  an  in¬ 
formed  adult  citizen. 

It  appears  obvicrus,  then,  that  a 
teacher  of  business  law  should  stress 
vcrcabulary.  There  are  many  ways  to 
do  this;  here  are  a  few  suggestions: 

•  Distribute  the  list  to  all  students 
during  one  of  the  beginning  sessions 
erf  the  cxrurse  in  busirress  law  and 
indicate  to  the  students  that  these 
words  must  be  learrted.  Test  perierd- 
ically  throughout  the  axirte  to  see 
whether  the  werrds  have  becni  mas¬ 
tered.  This  is  nert  tire  merst  satis- 
facterry  metherd,  but  it  is  a  start. 

•  Scan  each  daily  assignment; 
and,  hgfore  Instructing  the  stucleirts 
to  read  the  material,  present  a  list  of 
the  legal  words  includcxl  in  it,  along 
with  brief  definitions.  ( Add  some 
nonlegal  words  if  it  is  helpful  to  do 
scr.)  Each  df*finition  should  be 
accompanied  by  a  down-to-earth 
illustration  of  the  use  of  tlu*  word. 
When  discussing  tbe  material  after 
it  has  Ireen  studied,  dc'fine  and  stress 
thcxce  words  agairt — Irut  this  time  IcH 
the  students  give  illustrations  them- 
selvcjs.  The  words  shcruld  be  entered 
in  tire  students'  iiotelxarks.  A  test  of 
succ'ess  in  mastering  tbe  words  should 
follcrw  the  Icrsson. 

•  Try  an  old-fashioned  spelling 
Ik'c  at  the  end  erf  each  chapter  err 
unit.  Require  nert  cmly  cxrrrect  spell¬ 
ings,  but  also  dc^nitions  and  illu.stra- 
tions  erf  the  uses  erf  the  words.  The 
losing  side  ccruld  treat  the  winners 
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tu  sodas,  or  to  a  party  at  the  end  of 
the  course.  (This  system  has  l)een 
used  witl|  |poeptional  succvss  in  case 
problems.  I 

^mple  by  your  own 


word  is  encountered.  A  student  could 
be  assigned  to  Ije  the  "attorney  gen¬ 
eral"  for  the  day  and  look  up  all 
words  in  question  for  the  group.  All 
students  should  be  at  ease  in  using 
a  dictionary.  They  should  be  made 


meanings  of  words — especially  in 
legal  discussions. 

You  may  prefer  other  methods 
that  you  coiuider  more  effective. 
Only  one  thing  really  matters — vocab¬ 
ulary  study  is  a  must  in  the  success¬ 


ary  wl 


1.  acoeMMtt 

2.  acee||^^ 

3. 

4.  accouaieble 

.%.  accugimUff<>'' 

A.  acknewladgment 

7.  administered 

8.  administration 

9.  adminis^ator 

10.  admission 

1 1 .  adult 

12.  adverse 

13.  affirm 

14.  agent 

1.3.  agreements 

16.  alteration 

17.  amendment 

18.  annuity 

19.  anticipation 

20.  apparent 

21.  appointment 

22.  appropriate 

23.  arbitration 

24.  arrangement 

2.3.  arrest 

26.  assault 

27.  assets 

28.  assignment 

29.  attachment 
.30.  attorney 
31.  authentic 
.32.  authorize 

3.3.  available 
■34.  bankrupt 
;1.3.  battery 
■16.  beneficiary 
.37.  breach 
■‘18.  burglary 
:19.  bylaws 

40.  calendar 

41.  capability 

42.  capacity 


or  unfamiliar  aware  of  the  importance  of  the  fill  teaching  of  business  law. 

A  BASIC 

BUSINESS-LAW 

VOCABULARY 

4.3.  civilization 

85.  execute 

128.  lien 

170.  security 

44.  claim 

86.  execution 

129.  Iic|uidated 

171.  seizure 

4.3.  collateral 

87.  excNnitor 

130.  liquidation 

172.  slander 

46.  compensation 

88.  exhibited 

131.  location 

173.  society 

47.  competency 

89.  extend 

1.32.  major 

174.  soundness 

48.  competent 

90.  extraordinars 

13.3.  maliciously 

17.3.  specificatiem) 

49.  complaints 

91.  fee 

1.34.  manual 

176.  statements 

.30.  compromise 

92.  felon 

1.3.3.  misdemeanor 

177.  status 

■31.  conclusion 

9.3.  felons 

1.36.  mortgage 

178.  stipulation 

■32.  concurrent 

94.  fined 

1.37.  mortgagee 

179.  substitute 

■33.  conditional 

9.3.  fixtures 

138.  mortgagor 

180.  luccessicm 

.34.  confession 

96.  fraud 

139.  necessaries 

181.  lubstitutinn 

.3.3.  confirmation 

97.  fraudulent 

140.  negligence 

182.  sue 

.36.  consideration 

98.  garnishment 

141.  negligent 

18.3.  suggestions 

.37.  constructive 

99.  goods 

142.  notary  public 

184.  summary 

.38.  contractor 

l(N).  gratuitous 

14.3.  obligations 

18.3.  surreiidcfr 

■39.  contribution 

101.  guarantee 

144.  cxxnipancy 

186.  sworn 

60.  convey 

102.  guarantor 

14.3.  partnership 

187.  taxation 

61.  conveyance 

103.  guaranty 

146.  payable 

188.  tenancy 

62.  conviction 

104.  guardian 

147.  personalty 

189.  tenant 

6.3.  corporation 

10.3.  guardianship 

148.  petition 

190.  testator 

64.  creditor 

106.  hazardous 

149.  plaintiff 

191.  testified 

6.3.  custoniars 

107.  hcMtile 

150.  plea 

192.  testinumy 

66.  debtor 

108.  improvement 

1.31.  precedent 

19.3.  threat 

67.  deceit 

109.  incor|Mirate 

1.32.  preference 

194.  transfer 

68.  default 

1 10.  indictment 

1.3.3.  premises 

195.  trespass 

69.  defendant 

111.  inducement 

1.34.  prevention 

196.  trespasser 

70.  delivers 

1 1 2.  infancy 

1.3.3.  probate 

197.  trustee 

71.  determination 

11.3.  injiiiM-tion 

156.  prcK-eedings 

198.  unmarried 

72.  disahilits 

1 1 4.  injurs 

157.  promote 

199.  usury 

7.3.  disabled 

115.  insanity 

1.38.  promoters 

200.  vacate 

74.  discretion 

116.  insolvencv 

1.39.  prosecute 

201.  valid 

7.3.  discussiem 

117.  insolvent 

1 60.  prosecution 

202.  validity 

76.  dishoruir 

118.  institute 

161.  prosecutor 

20.3.  void 

77.  dUinissal 

78.  duress 

79.  easement 

80.  einisezzled 

81.  encumbrances 

119.  institiitiom 

120.  jurisdiction 

121.  jury 

122.  justification 
12.3.  larceny 

124.  lawful 

162.  protest 
lfi.3.  purchaser 

164.  realty 

16.3.  receiver 

Ifffi.  reference 

204.  voidable 
20.3.  voluntary 

206.  volunteer 

207.  vouch 

208.  waiver 

82.  entn 

125.  levying 

167.  representation 

20fi.  warrant 

8.3.  evidence 

126.  libel 

Ifi8.  reservation 

210.  warranty 

84.  rxeeptiem 

127.  license 

169.  robbery 

211.  wrmigdoet 
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THK  DKI'AKTMKNT  HKAI)  u 
iiltiiiMlKly  rttifiKNiKihle  f«ir  th<*  final 
form  of  tlitf  rxuiniiiatioii.  No  steiicil* 
iiiK  kIkmiM  Im;  iiiidertakni  until  )i«- 
ha«  |>er«<MiMlly  iiiKiXH-ted  thn  qtieiftion 
pa|)Ar»  and  found  them  xatinfactory. 
ili«  nx|M‘i  utmrv  and  maturity  ideally 
qualify  him  to  edit  theia;  puix-rx. 

Even  the  l>e«t  examination  can  Im* 
unproved  hy  a  frexh  point  of  view. 
A  cxHiimittiM*  that  has  written  an 
examination  may  have  been  so  pre* 
(Mxnipied  with  aderpiucy  of  covera^e 
and  solvability  in  tlu*  time  allotted 
that  they  failed  to  se<*  the  forest  for 
the  trees,  llu;  department  head  can 
he  much  more  objective. 

A  siqrervisor  must  do  a  thorough 
editiiiK  job.  Students  are  entitled  to 
an  exam  sessiini  free  from  interrup- 
ti<M)i.  f'areful  etlitin)(  reduces  the 
interriiptifHis  cuns<‘d  by  aniKHinte- 
ments  of  corrtM-tions.  Such  distradions 
hardly  help  maintain  the  propei 
emotional  climate  in  an  examination 
ro(Hii.  And  if  mie  room  is  overharketl 
or  if  an  annoiuu'ement  is  burbled. 
disa.vtrous  csMise<|uenit*s  may  folhm. 

A  careful  erlitiiiK  job  lM*fore  the 
examination  is  duplicated  will  assure 
the  supervisor  of  |>eace  of  min<l 
during  and  after  the  examination.  It 
is  bad  enoiiRh  to  discowr  an  error 
in  time  to  have  announcements  ma<le 
in  each  room.  Worse  still  is  the  situa¬ 


tion  where  an  eiior  is  not  discovered 
until  the  last  few  minutes  of  the  test, 
or  until  after  the  pafN^rs  have  been 
collected.  At  such  times,  an  entire 
question  may  Im^  invalidated— or  even 
an  entire  examination,  if  the  unsolv- 
able  problem  has  consumed  an 
inordinate  amount  of  time  and  pre- 
ventiHl  the  students  from  working  on 
other  parts  of  the  examination. 

The  uniform  examination  offers  an 
opportunity  to  win  or  lost!  prestiKc. 
If  an  unavoidabh*  error  makes  the 
department  the  iaut(hin((st(M’k  of  the 
schtMil,  the  su|)ervisor  will  Im*  ridi- 
cultnl,  lurt  the  teachers  If  the  proc- 
toriiiK  of  the  examination  prtK't'eds 
without  interruptiiMi,  however,  the 
department  will  command  the  resped 
of  the  entire  faculty. 

The  following  questions  will  serve 
as  a  Kiiide  when  etIitinK  the  exami¬ 
nations: 

1.  .Are  all  new-typt*  tpiestions  laith 
in  sequence  and  s<‘parated  from 
other  tpiestions? 

2.  Are  all  new-ty|M‘  t|urstions  ar¬ 
ranged  in  a  manner  that  simplifies 
answering  by  the  stmlents  and  rating 
by  the  teachers? 

3.  Are  instructions  aiven  clearly 
for  each  tpiestion? 

4.  I)<M*s  a  statement  listing  the 
rerpiiretl  paper  anti  materials  appear 
on  the  tpiestion  sheet? 


I  .  DAVID  SATLOW 

-jt'  Jefferson  Higr.  School,  BrooHyn,  N  Y. 

•5.  .\re  students  told  wfiere  the 
answer  to  each  questkm  is  tti  be 
written? 

6.  Are  new-type  questions  accom¬ 
panied  by  sample  aicswers? 

7.  Is  the  credit  value  stated  fui 
each  tpiestion? 

H.  Dt)  the  credits  total  1(K)  per 
cent? 

9.  I)<m;s  the  nuiniMU’ing  of  tpiestions 
ftilltiw  a  uniform  pattern,  such  as  the 
Harvard  Outline? 

10.  Can  '  each  questitm  Im* 
answered? 

1 1 .  DtM‘s  the  phrasing  of  the 
ipiestitins  ftilltAv  the  basic  rules  tif 
grammar,  punctuation,  and  sentence 
structure? 

A  careful  reading  of  the  submitted 
test  may  tiiscitise  stnne  items  that 
have  lM*en  included  inadvertentlv 
anti  which,  if  not  correded,  will  be 
csipied  tinto  the  stencil.  By  way  of 
illustratitm,  two  transaditms  may  be 
phrased:  “Bt  mdse  from  James  Cook 
ftir  $150,”  and  "Sent  a  ck  for  $75.  tti 
M.  Kyan  tm  account."  The  abbrevia- 
titiiis  may  be  confusing;  the  decimal 
ptiint  after  the  175  is  certainly  mis¬ 
leading. 

The  tlepartmeiit  chairman  should 
|)enonallv  solve  each  question.  He 
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will  thus  make  certain  that  we  paid 
a  creditor  rather  than  a  rti.storner, 
that  w’e  paid  a  creditor  to  w'honi 
money  was  due  rather  than  one 
whose  account  had  been  previoiisb 
tettled.  He  will  also  assure  hirnselt 
that  the  students  will  not  lie  pre¬ 
sented  with  the  impossible  situation 
of  more  money  l)eing  paid  out  tlian 
the  firm  possesses. 

'Phis  reading  by  the  department 
head  will  also  indicate  whether  the 
examination  is  a  fair  one  and  whether 
the  time  allowed  is  ader|uate.  A 
certain  amount  of  scissors-and-paste 
work  may  be  necessary  in  order  to 
rearrange  the  questions  and  avoid 
the  continuation  of  a  question  from 
one  pane  to  the  next. 

St«nciling 

The  draft  of  the  examination  paper 
should  be  arranged  so  that  stencil¬ 
ing  is  a  purely  mechanical  job.  In 
the  upper  left-hand  comer  should 
.ipp«*ar: 

XYZ  lligli  School 
IVcember,  1957 

In  the  upper  right-hand  corner  should 
appear: 

Uniform  Examination  in  .Sales  2 
Tune  Allowed  1  hour 

Following  this,  three  blanks  should 
be  typed  rm  one  line  for  the  names 
of  the  student,  the  class,  and  the 


te.ifher.  .\itei  tin.s  slionid  up|N-ar. 

Note  to  the  Pupil: 

1.  This  exiuninatioii  consists  of 
X  patfes. 

2.  \t  rite  all  answers  on  tliesr- 
pages. 

3.  Arrange  your  work  neatly 
and  legibl).  Failure  to  do  so  will 
result  in  a  deduction. 

The  note  will  have  to  Ixe  inudiHi*d, 
of  course,  if  students  are  not  to 
write  on  the  (piestion  sheets  or  il 
some  special  marking  system  is  Ixeing 
used.  For  example:  “'Hie  total  credit 
value  for  content  is  9.')  jwr  cent;  the 
remaining  5  p«*r  cent  will  lie  given 
for  penman.ship  and  neatness." 

In  some  subjects,  such  as  IxMik- 
keeping,  the  caption.  Paper  Required, 
should  be  affixed  at  this  point  and 
the  information  filled  in,  so  that 
students  will  know  what  paper  they 
can  expect  to  receive.  Also,  the  de¬ 
partment  offic-e  will  know  at  a  glance 
what  kind  of  paper  to  insert  into 
the  examination  envelopes  when 
these  are  lieing  set  up  for  the 
examination. 

At  tlie  Ixittoin  of  the  page,  there 
should  be  the  notation,  "Flease  turn 
to  page  2."  Then,  at  the  top  of  page 
2,  the  following  line  should  appear: 
"XYZ  High  School— Sales  2  Uniform 
Exam— 12/57— Page  2."  A  simple  ex¬ 
pedient  of  this  kind  helps  identify 


the  page -and  the  stencil,  tiNi-  at  any 
future  date. 

The  next  line  slunild  provide  foi 
the  student's  name,  subject,  class, 
.111(1  ttsicher.  (This  precaution  is  not 
necessary  if  answers  are  not  to  l>e 
written  on  the  question  sheet.)  Ob¬ 
viously,  if  the  examination  continues 
for  several  more  pages,  the  same 
type  of  “forwarding,”  from  the  Ixittom 
of  one  page  to  the  fop  of  the  next, 
is  to  lie  einploy(*d. 

.After  the  last  (|umti(Ni,  the  follow¬ 
ing  note  should  appear: 

THE  END 

Hc-r«’iul  your  |>a|i«r  carefully, 

.«nd  try  to  recheck  your  work.  A 
careful  reading  at  tliis  thne  may 
result  ill  the  diiMovery  of  a  niim 
lier  of  errors  that  were  made  in 
haste. 

Duplicating 

'rhe  ideal  m(*tlrrKls  of  diiplicatiuu 
are  printing  and  the  new  photo-off¬ 
set  prixx'ss.  B(*cause  of  its  cost,  print¬ 
ing  is  out  of  the  question  for  most 
schools.  'File  same  is  generally  true 
of  photo-offs<*t;  though  it  is  less  costly, 
it  is  still  profiibitive  for  the  averag* 
school  budg«*t. 

Why  are  scIwmiIs  singl(*d  out  for 
special  treatment?  A  business  firm  will 
turn  over  «|UHntity  priMliiction  jofsi  tn 
an  outside  firm  that  sfieciali/es  m 
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pruitiiig,  photu-offsH,  iiiiiltigruphiiiK. 
afMj  even  riiiineogrtfphing.  It  will  not 
iletiitfiKl  tliet  tlie  precious  time  of  its 
executives  bo  tekeii  up  with  any  type 
«rf  duplication.  Sdiools,  however,  have 
to  a(c<iiiiinedale  tliernselves  and  do 
tlwfir  own  duplicatimi  of  iinifonii 
exaiiiiitati/ins. 

Of  ctMjrse,  tlieie  is  one  iinportant 
factoi  to  Iks  coruidered — the  element 
'd  Mscrecy,  which  often  makes  it 
desirable  to  liave  exarninathnis  dup¬ 
licated  at  sch<M>l.  But  let  us  not 
<h*hide  rKjrselves — tlie  Ixuic  reason 
lor  duplicating  exams  mi  school  pretni- 
ws  is  eoonmny  ratlier  tlian  secTCcy, 
As  a  result,  time  and  effort  that 
should  Iks  a[>|)lied  to  other  activities 
have  to  Iks  diverted  to  examination 
rmitines. 

'Hie  scIiiKils  that  can  obtain  an 
appro{)iiati<ni  for  plioto-offset  erpiip- 
ment  will  find  tlie  investment  most 
rewarding.  Duplkation  of  examina¬ 
tion  pa|)ers  will  Iks  iHissible  with  a 
minjiiinm  effort,  llie  incinsimi  of 
forms  and  (glier  graphic  illustrations 
is  made  practical  sime  there  is  no 
additiiKial  effort  or  increaM*  in  cost. 

S(4irM)ls  in  increasing  niimliers  are 
acrpiiring  this  costly  e<|uipinent,  but 
the  total  is  still  very  small.  In  the 
main,  srhiKils  de|)end  largely  on  the 
stencil  duplicator  and  the  spirit  du¬ 
plicator  to  prmhice  u>|)ies  of  tlieir 
uniform  examinaliiMis.  We  shall  there¬ 
fore  direct  cKir  attention  to  these 
two  device.  Actually,  cMily  the*  sten¬ 
cil  duplicator  will  Ire  treatc'd  in 
detail,  sinews  the  Irasic  teclmicpies  for 
the  spirit  duplicator  are  generally 
similnr. 

Wlio  should  prc*|>are  the  stencils? 
In  schcMils  in  which  the-  dc-purtment 
office  is  respiired  to  ty|)e  the  stencils, 
the  depailiiMMit  has  no  choice  in  the 
matter.  Ilowevcsr,  in  scIkmsIs  where  a 
central  offic'c*  prc^>arc*s  the  stencils,  the 
.idvisability  of  doing  one's  own  work 
should  lie  c'cMisiclered. 

In  the  first  place,  Inisiness  teachers 
are  as  adc-pt  at  stc*nciling  as  schex*! 
clerks.  In  thes  sec'ond  place,  little- 
effort  is  rcscpiired  when  materials 
are  pic-parcnl  line  by  liiM-  as  they 
ap|>ear  cm  the  stenc-il.  In  fact,  it  is 
just  as  easy  for  the  skilled  tc-acher 
to  ty|>e  the  cy>|)y  right  on  the  stencil 
as  it  is  to  tv|ie  a  final  draft.  In  the 
third  plact!,  the  sc-IickiI  administration 
will  welc-cmre  having  the  de|)ai1tnent 
assume  the  burden;  the  gcMKl  will 
that  results  fnnn  such  a  gc*stnre  is 
inestimable. 

The-  typing  of  the-  stc-ncils  may 


eitiier  Ire  divided  among  tire  depart¬ 
ment  members  or  rertated  from  term 
to  term.  If  cMie  <rf  tlie  staff  members 
liappens  to  be  a  stencil  artist,  it  will 
invariably  fall  to  his  lot  to  do  the 
stencils.  He  should,  herwever,  be 
relieved  of  writing  the  examination 
questicHis  and  of  otlier  departmental 
tasks.  Another  compensation  miglit  be 
to  relieve  him  from  his  building 
assignment  during  the  time  rcK|uired 
to  prepare  the  stencils.  Tlie  depart¬ 
ment  head  should  Ire  most  circum¬ 
spect.  .A  (rerson  with  rare  ability  is 
'rften  ready  ter  give  up  his  erwn  time, 
work  under  pressure,  and  then  accept 
the  afterefffH.-ts  of  the  strain.  Kxploi- 
taticKi  is  tear  easy  a  way  mitl  A  most 
fitting  form  of  appreciation  is  ferr  the 
deirartmcuit  head  himself  ter  take  erver 
serme  <rf  the  classes  trf  the  stenciler. 

Ilie  exjrert  stencil  artist  will  Ire 
able  to  do  fine  werrk  if  he  is  pro¬ 
vided  with  adecpiatc-  ecpiipment  and 
supplies.  Tire  typewriter  shcKild  Ik- 
in  gcxrd  werrking  order,  its  keys 
cli-anc-cl  thcrroughly.  Enough  stencils 
of  the  iK-st  cpiality  should  Ire  on  hand. 
There  shtruld  also  Ik?  a  fresh  Ixittle 
of  ccrrreciicHi  Huid.  Laing  stencils  are 
pieferrcjd,  since  tlw-y  save  Iroth  pa|M-r 
and  effort.  The  office-  sc.-hc-cinie  should 
Ire  arranged  tir  give  the  stenciler 
c-cMiipIete  privacy  in  his  work.  Tlic- 
presence  of  other  faculty  memlK*rs 
may  impair  his  effic-iency;  the  pre-s- 


enct’  of  student  secretaries  may 
|ecr|rardi7x‘  the  secrc?cy  of  the  exam. 

If  tlie  department  is  favored  with 
an  ex|rert  at  stenciling,  there  is  no 
need  to  give  liini  any  guidance 
However,  the  general  teacher-typist 
may  Irenefit  from  some  |)ointers  on 
firrmat.  Here  are  K-veral  suggestions, 
whici)  are  not  intended  to  Ire  all- 
inclusive: 

1.  Start  typing  on  line  3.  This  as¬ 
sures  a  margin  at  the  top. 

2.  Kemember  to  include  a  unihrrm 
heading  on  all  the  examination  papers. 

3.  Insert  a  t-orle  number  on  the 


stencil.  This  identification  facilitates 
filing  and  hreation  when  iteeded 
later. 

4.  Skip  a  line  between  questions. 

5.  Pnrofread  for  accuracy  of  typing. 

6.  .Vlake  certain  that  all  stylus 
wirrk  is  dune  on  tire  stencil  before 
you  initial  your  approval. 

7.  Do  lurt  destroy  the  draft  from 
which  you  typed  the  stencils.  Tliis 
material  should  be  on  file  to  resrrlve 
any  doubt  that  may  arise  about  the 
text  of  any  examination. 

8.  Store  all  |Krorly  typed  and  re¬ 
jected  stencils,  stencil  tissues,  and 
stencil  carirons  in  an  enveloire  until 
after  the  examination.  Discarding 
such  materiab  may  provide  students 
with  a  source  of  information. 

How  mucli  in  advance  sliould 
stencils  Ire  prepar«?d?  Tliis  ({uestion 
cannot  Ire  answered  unless  we  know 
all  the  conditions  at  the  scfiool.  Elach 
su|rervisor  must  answer  the  question 
according  to  his  own  needs.  E'actors 
such  as  these  -will  undoubtedly  enter 
into  the  dc-cision:  Is  there  any  dan¬ 
ger  in  running  off  the  copies  texi 
S4K»n?  Would  accumulating  tlie  sten¬ 
cils  result  in  tixi  large  a  duplicating 
job  in  too  brief  a  space  of  time? 
D<k-s  the  department’s  schedule  |rer- 
mit  leisurely  duplication  as  the  sten¬ 
cils  are  completed?  Early  <inplica>iun 
(rermits  restenciling  if  it  Is  needed. 
Late  duplicating  safeguards  against 


leakage  Ferliaps  the  ideal  lies  some¬ 
where  iK-tween  Iroth  extremes. 

To  assure  clean  copies,  a  clean 
pad  should  Ire  applied  to  the  stencil 
diiplicatirr  and  inked  tlionruglily.  Tlie 
department  office  should  have  on 
hand  enough  pads,  ink,  and  pap<-r 
so  that  duplicating  work  can  proceed 
siiKMrthly.  Ik-fore  the  actual  mimeo¬ 
graphing  gets  under  way,  each  sten¬ 
cil  should  Ire  given  a  test  run  for 
clarity  and  adequacy  of  inking.  Once 
the  cofry  apfrears  satisfactory,  sets  of 
forty  (or  thirty-five)  can  Ik»  run 
( C(mtinuet/  on  ftage  Vi) 
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PROBLEM  CLINIC 

( Continued  from  patie  6 ) 

III  order  to  have  directions  carried 
ont  correctly,  the  teachers  are  given 
a  form  to  check,  stating  the  niimlrer 
of  copu>s  needed,  whether  the  ditto 
or  mimeograph  is  to  be  used,  if  the 
material  is  to  be  single  or  double 
spac'cd,  etc. 

I  would  suggest  that  instead  of 
having  a  monthly  newspaper,  you 
cut  the  numirer  to  four  or  five  issues 
a  year.  Perhaps  the  English  teacher 
would  co-operate  with  you  and  have 
some  writing  for  the  pa|)er  done  as 
an  English  assignment.  My  advanced 
typing  class  spends  two  5()-minute 
periinls  a  day  for  four  days  typing 
from  rough  copy,  cutting  stencils, 
placing  the  drawings  on  the  stencil, 
minu'ographing,  assembling,  and  stap¬ 
ling  our  school  newspajXT.  We  have 
five  issues  a  year,  and  each  issue  has 
an  average  of  .30  pages. 

Saba  Ei.i.f.n  LAimAr  ii 
Warrior  Run  Area  Sr/w)o/.v 
Watitontmvu,  Pennsylvania 


Dear  Atumymout: 

Your  problem  is  a  familiar  one.  Be¬ 
fore  you  “go  completely  out  of  your 
mind,”  here  are  some  suggestions: 

TAKE  A  FIRM  STAND.  Meet  with 
your  principal  for  his  understanding 
and  co-operation-and  within  a  short 
time  all  will  straighten  out.  First, 
make  it  clear  that  you  were  "hired  to 
teach  typing,”  not  to  play  "secretary” 
to  the  whole  faculty. 

Draw  up  a  plan: 

1.  All  material  from  teachers 
should  lie  in  to  you  a  week  before 
they  are  due.  (This  alone  will  cut 
down  on  work.) 

2.  Put  out  a  bimonthly  school 
pup<‘r. 

•3.  .Accept  the  fact  that  doing  work 
for  IfKal  organi7.ations  is  consider<Hl 
g<K)d  public  relations  and  that,  to¬ 
gether  with  “rush”  jobs  from  the 
schfKil  office,  such  work  should  Ik* 
done.  (Tlie  only  exc'eptions  to  the 
deadline.) 

4.  If  machines  are  available  and 
umvenient  to  yf>u,  allow  tcadiers  to 
send  in  their  own  students  on  their' 
(turn  class  time  to  type  their  own 
material. 

5.  Today  nearly  all  teachers  know 
how  to  type;  therefore  they  should 
do  their  own  work.  If  they  c'an’t  type, 
then  they  should  take  a  course  and 
learn. 

6.  When  you  return  “oiitsule  jol>s,” 
include  a  mimeographed  note  saying 
that  in  the  future  the  school  must 
have  a  reasonable  length  of  time  tf> 
complete  the  job  because  of  the  small 
tvping  class,  the  extra  work.  etc. 

(Continued  on  ikikc  41) 
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IIIVIN*  IIOStMBLUM 

WILLIAM  PITT  H.  S.,  NEW  YOPK 


EVEN  IF  JOE  DID  FIND  IT,  BUT  I  PAID  JOE  A  DOLLAR 

IT'S  STILL  MY  PEN.^  IT.  IT'S  MINE  NOW. 


WHO  OWN5  THE  PEN  7 


Annikinckh:  Fimlcis  keeiH-is,  losers  wee|M*is?  Lasteii  to  this  story  and 
decide, 

Andy:  LL'itd  me  your  iH*n  a  minut(‘,  will  you.  Bill?  I  want  to  put  my  name 
on  my  liook  rejMirt. 

Bii.l:  Sure,  Andy.  (Ilatuls  pen  to  him) 

I  ANrrv:  (Sigrw  name,  then  examines  pen)  Say,  this  |H*n  loirks  familiar.  Is 
this  your  i>en? 

Bii.i.:  Sure. 

.Andy:  It  kaiks  just  like  .  .  ,  Where  did  you  buy  it? 

Bil.l.:  Oh,  I  iKiught  it  from  (,'harley  .  .  .  I'here’s  Oharley  now.  I  gave  him 
a  dollar  for  it,  didn't  I,  Oharley? 

( jiAiu.KY:  That’s  right,  and  it  was  a  baigaui,  too. 

Andy:  I’ll  say  it  was  a  bargain.  I  IxMight  one  just  like  It  for  Ill'S,  but  .  .  . 
Where  did  you  get  it,  ( iharley?  How  could  you  sell  it  for  |I? 

(.'iiaiu.icy:  Well,  I  found  it.  I  diiln’t  need  an  extra  i>en,  so  I  sohl  it. 

.Andy:  You  know  .  .  .  that  hxiks  just  like  the  |k*ii  I  lost.  See  if  the  tip  is 
I  chip|>ed. 

Bili.:  (Examininfi  pen)  You  mean  this?  Well,  it  d«M*s  Uxik  chip|)e«l,  hut 
that  doesn’t  prove  anything. 

.Andy:  .All  right.  Is  tliere  a  dent  tM*ar  the  top?  That's  where  I  caught  it  in 
the  car  door.  .  .  .  And  do  you  see  my  initials.  A,  R.?  They're  faint,  Iwit 
you  can  still  see  them  on  the  Ixirrel.  Here,  let  me  show  you  the  dent  and 
my  initials.  (Takes  ften  and  shows  marks  to  Rill  and  Charley) 

Bili,:  That’s  right.  There  are  tlie  initials,  A.  R.  What  do  we  rlo  now? 

t.’iiABi.KY:  Nothing.  The  |M'n  was  lost.  I  found  it  and  sold  it,  arxl  now  it 
lielongs  to  you. 

Andy:  Oh,  no,  not  so  fast.  It's  my  (M'Ii,  and  I  want  it  hack. 

IBii.i.:  But  how  alxmt  my  rlollar?  I  paid  for  it -it’s  my  |)en  now. 

Announckb:  Who  is  right?  Finders  krepr*rs?  What  do  yrnr  think? 


DECd.SION:  The  pen  still  belongs  to  Andy.  The  loser  doesn’t  surrender  title 
hut  merely  fwssession.  The  buyer  acquires  only  the  rig/ifs  of  the  tetter. 
Here,  the  seller  laid  only  possession,  not  a  title,  to  the  pen. 
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SJUJJKM  iS  WAS'lINC  her 
iaUriitt  wlieii  »h»-  tan  ty|)e  iaitt 
.tiid  aixurately,  can  take  accurate 
•  lictatKMi  at  a  higli  kpeed,  and  yet 
eaiuKit  traiikcrdie  proiiciently.  'Iraiik- 
iriptKNi  ii  tlie  inokt  important  phaw 
III  tlie  traiiiuig  tA  a  uteiiogiaphei. 

'I‘(xi  many  teactiers  ktreki  endlekk 
diilU  to  (lertect  typiiiK  and  shorthand 
skills,  while  ne(;lectinf{  tlie  vital  need 
for  transcTiption  practice,  lixi  iniieh 
time  is  ccMitijiried  with  needless  re^x'- 
litimi  of  what  the  student  should 
already  know.  For  example,  h\  the 
lime  a  student  reacliet  a  transcription 
class,  she  is  well-trained  in  the  various 
letter  styles-lier  typing  cmirse  has 
taught  lu;r  this.  In  shorthan<l,  she  has 
lieeii  prepared  for  takiii);  didation, 
.Old  newer  shortfiaml  texts  are  also 
correlated  with  transcription  aids.  In 
the  same  manner,  grammar  is  fulls 
covered  in  Fnglish,  and  all  cours<‘s 
have  emphasized  correct  !i|>elling  an<l 
die  use  of  the  dictionary.  All  thew 
skills  are  impcirtant,  hut  none  shrnild 
ever  need  to  Ire  carried  into  thi- 
transcription  class. 

When  the  time  for  studying  trans- 
criptiiHi  (xiines,  there  is  little  to  learn 
I'Xcept  the  vitally  im|M>rtant  task  of 
transrrihiiiK  one's  notes.  To  prevent 
.iny  waste  of  time  on  subsidiary  in¬ 
struction,  try  duplicating  the  ,corre<1 
lilies  for  punctuation  and  spelling  and 
passing  them  out  a  day  Ix'fore  thev 
.ire  to  lie  covererl  in  the  dictation 
Ainl  whenever  possible,  write  your 
instructions  on  the  blacklMiard  before 
class.  Tinin  ymir  students  to  read  th< 
laiard  regularly,  to  piepare  them- 
>«‘lves  for  dictation,  and  to  have  all 
nett'ssary  transcription  inaterials  at 
liaml. 

In  fact,  from  the  nionieiit  a  student 
arrives  in  a  transr-riptioii  class,  she 
should  lie  rr'ady  to  take  dictation 


ANTHONY  R.  WIDEMAN 

iccrf/t  jni,ervv.  Philadelphia 

The  class  should  provide  as  realistic 
a  business  situation  as  possible.  Kacfi 
ktiidenl  should  always  have  with  Iter 
a  fountain  pen  and/or  pencils,  a 
shorthand  pad,  a  dictionary,  and  an 
eraser.  Should  any  of  the  materials 
lie  forgotten,  a  |)enalty  should  be 
inflicted.  An  employer  will  not  toler¬ 
ate  his  stenographer’s  constant  forget¬ 
fulness— so  neither  should  her  teacher. 

The  prodiiciion  of  mailable  letters 
should  lie  stressed  from  the  liegin- 
ning.  Only  these  letters  should  be 
recortlerl  in  the  teacher’s  grade  IxMik 
( Half-credit  may  lie  allowed  for  re¬ 
typed  Inters.)  This  is  a  strici  policy , 
but  it  is  one  that  works.  Before  long, 
each  student’s  letters  will  l>ec*ome 
mailable  as  site  learns  how  to  prrxrf- 
read  her  work  carefully  liefore  remov¬ 
ing  it  from  the  machine. 

T«ach«r  is  K«pt  Busy 

rln*  teacher’s  job  is  one  of  constant 
supervision.  Kach  student  should  be 
help«'<l  individually  whenever  she 
has  a  problem.  When  a  letter  is  fin- 
isheil,  the  teacher  should  corroci  it 
immediatelv.  F.arh  error  should  Ih- 
encircled  an<l  .1  verbal  or  written 
explanation  made  to  the  student,  lliis 
IS  an  arduous  tai.sk  for  the  teacher  but 
an  important  one.  Finally,  all  letters 
should  Ih*  correcterl  and  returned  to 
the  students  at  the  next  meeting  of 
the  class.  A  student  learns  more 
ra[)idly  when  her  errors  are  pointed 
out  to  her  a  very  short  time  afti*r 
they  have  Ix-en  made, 

•After  the  work  has  progressed  for 
a  while,  certain  memliers  of  the  class 
will  be  able  to  take  dictation  at  a 
faster  rate  than  others  The  teacher 


should  make  allowances  for  the 
slower  students  by  dictating  to  them 
at  a  reduced  speed.  When  another 
classrcHim  is  available,  dictation 
should  Ire  given  there  for  tlie  faster 
students,  Ixith  at  higlier  spec*ds  and 
in  greater  ipiaatities. 

Once  skills  are  developed  to  a 
satislactor>  level,  the  teaclier  should 
dictate  "off  tlie  cuff.’*  She  sliould  for¬ 
get  the  text  and  dictate  letters  of  her 
own,  with  the  same  inflections,  dis¬ 
turbances,  cross-outs,  and  inserts  that 
an  employer  might  use.  It  is  important 
to  train  students  in  such  a  realistic 
manner,  even  though  they  may  find 
it  humorous  at  first. 

Th«  R*al  If  N«v«r  Perfect 

Unfortunately,  as  we  all  know,  the 
employer  rarely  dictates  as  perfect  a 
letter  as  is  found  in  dictation  mate¬ 
rials.  When  possible,  the  teachei 
should  answer  actual  busines.s  letters. 
The  Ijest  of  a  student’s  work  can  be 
mailed  when  she  is  answering  such 
actual  letters. 

l.«t  me  say  in  conclusion  that  an 
announccmient  should  be  made,  early 
in  the  transcTiption  program,  advising 
all  teacliers  and  administrators  that 
students  will  Ire  available  for  steno¬ 
graphic  tasks.  When  requests  c:ome 
in  for  their  temporary  services,  the 
best  students  should  lie  sent  first, 
then  the  next  level,  then  tlie  next. 
Naturally,  the  students  will  not  be 
proficient  as  yet,  so  the  staff  should 
lie  advised  accordingly.  But  such  a 
program  will  be  profitable  to  each. 
Members  of  the  staff  will  appreciate 
the  assistance.  And  the  student  will 
not  only  learn  by  doing  but  will  also 
realize,  by  s<‘eing  the  results  of  her 
training,  that  she  is  progressing  to¬ 
ward  her  goal  of  mailable  letters. 


Ml  We  Noting  Mailability? 


i  N 

Resmiber,  thi  final  tttp  is  the  office  is  the  biuest  step  in  the  transcriptioo  classroom 
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DEPARTMENT  HEAD  AS  TRAINER 

(Continued  from  t>at(e  ifi) 

The  accepted  practice  is  to  work 
with  only  one  letter  at  a  time,  not 
three.  Preview  a  new  letter  (as  you 
(lid).  Dictate  it  once,  twice,  three 
times,  somt'times  four  and  even  five 
time's— each  time  at  a  hinher  s|>ee“cl. 
.Ask  for  a  show  of  hands  afte-r  c'ach 
dictation  to  ^e-t  an  idea  of  the  class 
|H'rforinance.  .After  you  have  worked 
this  way  with  two  or  three  letters, 
you  can  the'ii,  if  time  i>ermits,  dictate' 
all  of  them  in  one  take,  as  a  te'st. 

Just  as  in  typing,  it  is  advisable 
to  work  inte'iisively  for  short  |>eri<Kls 
of  time,  up  to  I ‘4  minutc'S.  .After 
that,  fatigue  sets  in,  and  efHcic'ncy 
and  conce'iitration  are  greatly  re'duced. 

(.LASSK(M)M  PKACTICK:  The 
teacher  cotulutied  a  most  suecessftd 
revieu:  and  siieeddmildtnn  lesson. 
KKPORT  COMMKNT:  May  1  c-on- 
gratiilate  you  on  the*  excelle'iit  lesson 
you  gave  in  yoiir  ele'inentary  short¬ 
hand  class.  It  containe'd  the'se  pro¬ 
cedure's  in(lis|>en.sal>le'  to  e'ffc'ctive 
shorthand  te*aching: 

1.  You  revie'wc'd  the  homework  at 
the  iM'ginning  of  the*  iM'ricKi,  thus  irn- 
pre'ssing  on  the  class  the  importance 
of  prc'paring  hoinc'work  care'fiilly. 

2.  You  reviewc'd  vowc'l  sounds  as 
part  of  a  phonics  drill.  Our  girls  nc'c'd 
this  prac-tice. 

3.  Your  levson  was  very  carefully 
plannc'd  to  include  not  only  a  large 
amount  of  illustrative  word  material 
hut  application  se'iitences  and  a  .short 
Ic'ttc'r  as  well.  The  materials  were 
well  graded  and  presc'iited  carefully 
.end  thoroughly.  You  devotc'd  eonsid- 
c'rahle  atte'ution  to  the  ch'tails  of 
shorthand  [renmanship  that  are  so  nec'- 
c's.sary  in  c'lenne'ntary  ste'iiography  if 
we  are  to  hiiilcl  c}orrec*t  writing  hahits. 

4.  Your  class  was  kc'pt  busy  all 
|)eri(Kl  with  a  varic'ty  of  activities. 
.Not  a  moment  was  lost  yc't,  desjiite 
the  steady  pace  and  hard  work,  your 
girls  appc'arc'd  relaxed. 

■5.  I  lic're  was  a  great  dc'al  <*f  con¬ 
nected-matter  dictation.  No  Ic'sson  in 
shorthand  is  coinplc'te  or  successful 
unless  thc'  class  has  had  the  op[)or- 
t unity  to  apply  the  new  words  and 
nc'w  theory  in  meaningful  dic-tation. 
In  addition,  you  strc'ssed  fast  writing, 
a  most  important  point  in  our  effort 
to  develop  in  our  freginning  student 
the  speed  and  fluency  in  writing  that 
are  so  necessary  in  intt'rmc'diate  and 
advanced  dictation  csairses. 

(Continued  on  next  ftaae) 


SH:oRrrMA.isrD 
CORNE3R 
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I  don't  lilco  to  hoar:  '"I  hey  won't 

ri'ad.”  '"They  don’t  read.”  “They  can’t  read."  .A  few  yc'ars  ago,  I  dc'cided 
to  seek  tiu'  reason  for  such  univc'rsal  criticism  of  students.  What  1  discov- 
('rc'd  was  sonu'  fundatm'ntal  principles  that  I  liad  passed  ov(‘r  t(M)  lightly.  I 
knew  shorthand  so  well  myself  that  I  had  failed  to  reali/.«  that  the  Ix'ginner 
is  confronted  by  new  premise's  that  force'  a  changt'  in  his  way  of  thinking. 
There  are  four  main  ideas  to  which  hi'  must  adapt  hiinsc'lf: 

/'ir.vt— rhe  principle'  of  s|)elling  by  sound  is  unieiue  for  studc'iits  after  ten 
ye'ars  of  dictionary  s]M  lling.  Hegular  drills  are'  nee'di'd  to  e'lnphasi/e  the  f.iet 
that  shorthand  is  written  by  sound.  .A  minute'  or  so  of  shorthand  s|>elluig 
c've'ry  day  will  help  the  slow  learner  ter  grasp  the  dilfere'iiee. 

.Se'cerruZ-Shorth.ind  reepiire's  that  stude'iits  me*mori/e'  alphala't  and  brief 
forms.  Their  familiar  li'arning  t('ehnie|U('s  of  re'.isoning  and  diseussion  ari' 
worthless.  We  can't  change  the'  circle  from  A  to  ().  Many  also  ne'«*d  help  in 
le'arning  how  to  me'morize. 

Third~\iter  they  have  le'arned  the  basic  al|)halK't,  stude'iits  are'  often 
confiisc'd  by  the  changes  in  form  due  to  letter  joinings.  Some'times  tlie'  le'tte'r 
may  .se'crn  lost  altogethe'r,  as  the  D  in  store.  The'sc'  changes  should  Im'  indi 
cate'd  Ire'fore  the'  words  themselves  are  prese'iited. 

/•’euirt/i-Sometime's  the  spelling  is  accurate,  yet  the  word  sc'e'ins  unreeog- 
ni/..drle'.  V'eK-abulary  is  dc'finite'ly  a  p.irt  of  this  problem.  With  help,  however, 
a  stueh'nt  will  exia'rimc'nt  with  sliifts  of  I'lnphasis  until  the  li'tte'rs  do  be'cerme' 
a  word.  Make  them  reali'/4‘  that  this  is  a  c-ominon  difficulty  and  you  will 
reduce  their  frustration. 

Opan  a  »horthand  book  today!  How  diffe'rent  from  the'  .Anniversary 
Kelition,  whose  one  page'  of  reading  pe'r  chapte'r  we'  thought  w'as  a  hazard! 
I/M)k  s|)c'(ific'ally  at  Iz'sson  4  in  tod.iy's  f.’regg  Manual  Simfdified,  .Second 
Kelition— it  is  an  "ove'rwhc'lming”  assignine'nt  aftc'r  only  one  wee'k  of  short¬ 
hand.  Of  course,  many  students  are'  able'  to  handle  such  assignme'iits  (|uite 
well,  bHtf  the'  tc'ache'r’s  job  is  to  simplify  le'arning  for  all.  Whe'ii  I  come  across 
a  difficult  chapte'r  such  as  this,  I  find  that  these  stratage'ins  are  usually  epiite 
helpful: 

1.  'Hie  students  follow  my  previc'w  re'ading  with  their  fingers.  'I'he'  finger 
feK'iises  the  atte'iition  on  ind  vidiial  words.  If  the'  assignment  is  read  norma  y 
not  frightening  anyone,  horne'work  will  se'cm  I'asier. 

2.  I  stop  free|u('ntly.  This  is  the'  sign  that  I  am  going  to  s|M‘II  and  pro 
nounce  the  next  word.  During  the  first  wi'C'ks,  I  emphasi/e  words  with 
unusual  letti'r  joinings  and  those'  that  might  offer  veK-abulary  probh'ins. 

3.  I  indicate  the  niirnlM'r  of  words  in  each  le'tte'r  and  siiggf'st  a  maximum 
reading  time.  (Of  c'Oiirsc',  if  they  read  fasti'r,  I  give  them  sincere  praise.) 
Since  the'  student  has  no  standard  by  whie  h  to  judge  his  irerformance,  I  read 
se'veral  h'tti'rs  slowly  but  unhc'sitatingly.  Pushing  for  rapid  ri'ading  too  vniii 
promotes  disc'ouragement. 

4.  We'  analyze  as  I  pri'vie'w.  The'  ne'w  words  ap|H-ar  on  the  bla<  klioard. 
Iz'sson  4  |*re'sents  two  ne'w  sounds  and  12  hrie-f  forms  The  ne'w  sounels  are' 
used  in  30  words.  1 1  of  which  are  on  err  or,  f!ae  h  brief  form  is  usc'el—  a  total 

I  of  27  usages.  Tliis  analysis  shows  how  e'asy  ine'tnori/ing  will  lee'  her  the' 
.student  when  the're  are  many  re|M'titieens.  .Alsee,  eeut  eef  107  wierels  the-re'  are' 
only  .57  ne  w  worels-the  re'maineW  is  re'vie'W'. 

Somc'timc's  re'vie-w  words  may  leeeek  new,  but  the'  stude'iits  kneew  what  tee 
do  now.  They  appreeach  such  preeble'ins  with  .i  kneewledgc  eef  five  basic  facts: 
^  1.  the  bas’c  alphalK*t;  2.  that  le'tters  are  w'ritte'n  in  n.itural  eereler,  3,  that  the' 

words  are  written  by  sound;  4.  that  eve'ry  letfe'r  must  Ik'  pronounced,  .5.  th.it 
spc'lling  should  lee'  done  instantly.  'I'his  knowledge'  give's  the'in  ceenfidence  in 
attacking  their  hemie'work;  whe'ii  tlmy  ran  reael,  they  will. 
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KunoHb  NcriK:  Thin  vxchaunv  of  U'Uert  in  thr  titird  in  a  srru'n  iMtst'd 
on  t  omnnm  itffitT  prohh'tnn.  Tin’  Irtli'm  art’  nuirki  d  off  in  ffr/tof/n  /tf  20 
Htantlard  tcttnln  atul  nuiij  hr  ditiatt’tl  al  any  dfsirt’d  njM-t'd. 

Situation  3.  BARGING  VISITORS 


l/ftifr  1 

Innidr  tiddri’HH 
Mr.  J  aiiK's  'rh(iina!i 
Offirr  (.'oiisiiltaiit)i,  liir, 
."is  Main 
Your  <;ity 

Sintuilnrt’ 
Fran(-(*K  Johniton 


ia*Mrr  2 

In-vidr  addrt-HH 
MUh  Krunct's  joliiisoii 
H2  I-ak<’  Street 
Your  (aty 

Siatuiturr 
James  Thomas 


(I) 

l>rur  Mr.  Thomas:  One  of  my  res|K>nsibilities  is  to  annooiiee  visitors  to 
my  h«>ss.  In  some  cases^,  of  course,  I  can  take  care  of  their  wants  so  that 
they  rio  not  have  to  see  him.  Many  |)cople,  however,  walk— really*  harjte— 
riKht  past  me  into  my  Imws*  office.  This  is  especially  true  of  executives  in  the 
orKanixation.*  How  can  I  keep  these  |>e«>ple  from  sailiiifc  riKht  past  me? 
Yours  tnily. 


(2) 

l>ear  Miss  Johnsoni  Here  are  a  niimher  of  sui;K<'*>tions  for  you.  Perhaps 
one  or  two  of  them  will  work. 

1.  Ask  ytnir  hoss  for  his  co-operation.  He  may  he  encouraKiiiK’  |K‘ople 
to  come  directly  in  to  see  him  without  first  checkiuK  with  you. 

2.  l.tN>k  disKriintled.  Whether  oP'  not  this  works  de|)ends  on  who  is 
harKiuK  in,  hut  it’s  worth  a  try. 

3.  I.et  them  walk  in— especially  when  your  hftss^  isn’t  there.  I^rt  them 
rattle  around  his  office  hy  themselves.  Kventiially  they  will  check  with  you 
first. 

4. *'  Rearranite  your  office  so  there  isn’t  much  r<Nmi  to  Ket  hy  you. 

Ilanic  a  rope  across  the  dtair. 

fi.  Reach  out  and  Krab"  them. 

7.  C^ive  up  and  don’t  try. 

h.  Put  your  desk  in  front  of  the  diair  and  make  them  climb  over  it. 

9.  Win  their  respect"*  so  that  they  will  aiitomaticallv  check  with  you. 

Id.  Say,  “Hey,  where  are  your  manners?" 

II.  Perhaps  you"  should  do  iiothinK.  .A  lot  of  |H‘ople  don’t  want  to 
work  with  a  person  wh«»se  office  they  can’t  walk  into  when  they  want'^  to, 
lliey  lielieve  in  the  “open-d»mr’'  policy, 

in  other  words,  part  of  the  solution  is  a  matter  of-'*  emphasis.  It  may 
lie  that  your  boss  prefers  that  yim  do  not  act  as  a  buffer.  For  many  of 
his  visitors,  the"  best  priK-edure  may  he  to  let  them  see  him  directly.  On 
the  other  hand,  if  he  really  wants  you  to  stop  them,''^  you  may  he  able  to 
accomplish  this  hy  rearranKiiiK  your  office  furniture  or  hy  more  forcefully"' 
discharKiuK  y<>«r  res|Mmsihilities.  Ciordially,  (329) 
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Pr«vi«w  Outlin«i 


(  I)  .4uiMNiiKe,  ||m’>  do  iM»t  have.  (2)  KiKsMiraniiia.  wltrtlwi  or  not,  de|N*iids, 
it’s,  isn’t,  hanu.  la-y,  s«»lutloii,  emphasis,  aivomphsh,  toiieinlly,  disehardini;. 
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'rhaiik  you  for  inviting  me  in. 

(Excerpts  from  aturtlicr  report  to 
the  .some  teacher  read:) 

I  should  like  to  commend  you  on 
the  followin^  point.s: 

1.  You  have  orKani/e'd  your  class 
so  well  that  you  were  able  to  start 
work  even  ladore  the  la'll  raiiK.  Black- 
laiarris  were  clean,  the  homework 
assiKninent  was  on  the  laiard,  and  all 
your  students  readied  themselves  for 
work  tin*  moment  they  entered  the 
riMiin.  TIm-  class  worked  for  a  full 
|M'ri(Kl;  no  tiin**  was  lost. 

2.  Your  hlacklniard  shorthand  pen- 
man.ship  was  very  Ko<xl<  providing  an 
i'xcr'ileiit  miKlel  frcHu  which  your 
students  could  copy. 

3.  YiMir  rapport  with  tiu'  class  was 
excellent.  I  had  the  feeling  that  most 
of  your  girls  were  n'ally  enjoying 
tlu'iHselves.  You  prais«‘d  tiu'in  fre- 
<|uently  when  they  recited  well;  you 
encouraged  them  often;  and  you 
walkerl  around  the  room.  C(/n.stantly 
checking  their  notelMHik  work  and 
hi'lping  them  when  nece.ssary.  CikmI 
ra|)|)ort  and  individual  attention  are 
two  im|>ortant  k«*y.stones  in  effective 
shorthand  teaching— all  teaching,  for 
that  matter. 

4.  Yon  lorrelati'd  the  work  of  the 
class  with  Knglish.  Tliis  is  a  most 
jm|)ortaiit  praetko,  considering  the 
wcakiK'ss  of  so  many  of  our  students 
in  the  areas  of  grammar  and  punctua¬ 
tion. 

(;i.ASSIUM)M  PRAC.TICK:  The 
teacher  attenijttetl  /o  elicit  brief  forms 
frtmi  the  class  and  then  nave  an  ex¬ 
planation  for  each  one. 

REPORT  COMMENT:  In  order  to 
save  timi'  in  the  presentation  of  brief 
lorins,  it  is  advisable  to  us(‘  the  open- 
iMMik  metluKl,  employing  the  hlack- 
Iniard  for  additional  illustrations  of 
the  particular  brief  form  in  many 
different  phrase  combinations.  'lYie 
(sipioiis  use  of  illustrations  and  rep¬ 
etition  i.s  a  great  aid  in  making 
learning  lM»th  effective  and  |>ermanent. 
Using  the  lK)ok  to  pri'seiit  the  brief 
forms  will  enahh*  you  to  intrcKluce 
them  very  <|iiickly,  r'siH'cially  sincr- 
no  reason  n«'«'d  Ik'  given  why  a  par- 
tk-idar  form  is  written  as  it  is,  brief 
forms  iN'ing  arbitrary  symirols.  The 
time  saverl  can  Im*  used  for  additional 
illustrative  work  and  for  other  kinds 
of  reading  and  writing  drills. 

CI.ASSROOM  PRACTICE:  The 
teai'her  used  lar^e  hlackhtmrd  tntHlcLs 
ttf  difficidt  tmtiiru's  in  order  to  stress 
ctnreti  outline  ctmstrntiitm. 
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KKPORT  (OMMKNT:  Continue  with 
your  prai-tiee  of  having'  your  ilass 
vvrite  as  much  as  possif)le.  Your  at¬ 
tention  to  |)**ninauslup  t)irou((li  em¬ 
phasis  on  corrift  writing;  and  the 
use  of  larne  hlacklxiard  outlines  as 
illustrations  is  an  excellent  techni({ue 
iUid  should  Ik*  (*mploye<l  at  all  times. 
Your  classriMtm  manner  is  warm, 
friendly,  and  sinc«*re— all  important 
iiiKredicnts  if  a  hoimI  t«*ach«  r-t  lass 
relationship  is  to  Ik*  estahlished. 

C:l..\SSK(M>.M  PK.\(TI(;K:  /7ie 
teacher  deroted  a  ureat  deal  of  time 
to  a  disemsion  of  theorif  and  el'eita- 
tion  in  dete/o/jinf;  a  lesson  in  an 
elementary  class. 

HFPOHT  C.OMMKNT:  It  minht  Ik 
advisable  to  <*mploy  a  diliereiit  ap¬ 
proach  in  th«*  present. it  ion  of  m*w 
ami  difficult  lessons  in  theory  stenog¬ 
raphy.  rlu*  dir(*ct  meth(Ml,  tor  iit- 
staiici*,  in  which  the  rules  ar»*  ^iveii 
hy  the  teacher  uir  the  text  and  then 
immediately  applied  hy  the  students 
in  words  and  connected  inatt4*r, 
mi)fht  Ik*  easier  and  simpler  to  us<*. 
Tin*  elicit  ation  inethiMl  has  many  eom- 
luendahli*  featur(*s,  hut  it  also  in- 
volv«*s  a  nr4*at  deal  of  tiim*,  «*xis*ssiv4* 
v(*rhali/ation,  .uid  hori'dom  or  lack 
of  interest  on  tin*  part  of  tin*  h*s.s 
capahh*  students.  Practically  all  our 
tiiin*  siiould  he  s|K*nt  in  having  our 
students  Imth  read  and  writi*,  stat<*- 
iin*nt  of  a  rule  hy  a  student  do«*s  init 
ne«s*ssarily  imply  ability  on  her  part 
to  apply  that  rnle. 

rln*  dir»*c‘t  approach  re«piir«*s  th.tt 
we  show  onr  j^irls  what  t«)  write  and 
how’  to  writ<*  it,  that  we  use  as  many 
apiM*rc-<*ptive  devic<*s  as  |)ossihh*,  and 
that  w<*  (*m|)loy  as  many  4)f  the  s«*ns<*s 
as  possihh*.  Our  yirls  should  s«*«* 
shorthand,  r«*ad  shorthand  itidividual- 
ly,  listen  to  and  partici|)ate  in  unison 
reading  of  shorthand,  and,  of  conrsr*, 
write  shorthand 

Do  not  ln*sitat(*  to  allow*  tin*  (lass 
to  us«*  tin*  t(*xtlMK>k.  Iflacklntard  con¬ 
ditions  in  your  rfMmi  an*  so  had  that 
you  should  really  uv  the  lMN)k  as 
mueh  as  possible  Hrief  forms,  es- 
jK-cially,  shoidd  In*  intnHlueed  hy 
nn*ans  of  the  o|K‘n-t(*xtlMM>k  method 
in  ord«*r  to  save  tinn* 

(;LASSK(M)M  PKACTICP:;  The 

teacher  did  not  state  the  aim  of  the 
lesson  ttr  aethity. 

KKPOKT  COMMKM;  It  is  neces¬ 
sary  to  preface*  (*a(  h  activity  in  class 
hy  a  statement  of  aim  or  ohj<*ctive 
for  that  particni.ir  aitivity  and  to 
follow  up,  on  completion  of  tin* 


activity,  hy  an  evaluation  to  .ascer¬ 
tain  whether  or  not  your  students 
have  succ«*sstnll>  attaiin*d  tin*  ^oal 
set.  rhiis,  in  dictation,  tin*  aim  ma\ 

Ik*  to  develop  Hin*ncy  in  writin)4,  to 
.lutomati/i*  the  writing  of  the  new 
words  in  tin*  lesson,  to  stn*ss  |K*rfe(t 
shorthand,  to  develop  s|K*<*d,  or  to  read 
hack  with  puin  tuation.  Once  the  ^oal 
is  set,  tin*  stud4*nts  then  know  what 
tln*y  are  aiming  for  and  can  In'ud  all 
thi'ir  efforts  to  reaching  it  suc(<*ss- 
fully,  rhe  (*nsnin|{  (‘valu.ition  heljvs 
develop  in  them  a  critical  attitmh* 
toward  their  work  and  to  discover 
.Old  eliminat**  their  errors  and 
we.ikin*sses. 

(;l.ASSR<M)\l  PK.ACI  ICK:  The 
teacher  eneonrancil  stndent  iHirtie- 
ipation,  students  helped  each  t>ther, 
HKPOHT  COM.MKM:  Y  our  pr.ic- 
tice  of  haviiiK  students  eorr**ct  (*ach 
other  is  an  «*xc«*lh*nt  oin*,  as  is  your 
method  of  calling  on  students  for 
correct  answ<*rs  to  otln*r  students’ 
(piestions,  r.ither  than  answering  them 
yourself.  'Ibis  eneoul.l^(‘S  studi*nts  to 
listen  to  tln*ir  classin.it(*s,  to  think, 
to  talk  in  class,  and  to  lN*coiin* 
a(tiv(*  class  iin*mlM*rs.  kee|)  it  up! 

(An  excerpt  from  a  refiort  to  am 
other  teather  reads:) 

\Vln*n  KoiiiK  ov(*r  tin*  homework 
reading  assi^nin(*nt,  call  on  two  or 
thr**«*  j'irls  per  letter,  so  that  you 
can  involve  as  many  ^iils  as  possihh* 
in  this  activity.  Your  inethml  of 
r(*cordk(*(*pin^  for  this  part  of  the 
assiuniin*nt  sounds  like  a  ){4Hnl  oin*;  it 
should  enable  you  to  keep  track  of 
the  ((iris  you  call  on  and  the  (piality 
of  tln*ir  readin((.  , 

(;I,ASSK(M)VI  PHACTK.F:  The 
tempo  teas  slote,  the  lesson  drauued 
iti  an  adeatteeil  class. 

KKPOKT  COMVfKM:  As  we  dis- 
cuss«*d  at  our  eonl«*renee.  |  should 
like  to  su((((est  that  you  d<*vote  soon* 
tinn*  to  incr(*asin((  the  tempo  of  your 
lessons,  and  that  you  try  to  add  a 
little  spi(«*  or  diversion  in  order  to 
eliininati*  tin*  routine,  monotony,  and 
Iroredoin  that  oftt*n  charaeteri/e  drill 
and  skill-huildin((  elass«*s.  During  out 
conf«*rein  (*,  you  oii(*r(*d  many  din- 
( ret«*  siiKUestions  to  maintain  inter¬ 
est  teadier  demonstration  at  hi((h 
speed  at  the  Ito.trd,  short  s|H*llin(4 
breaks,  relating  the  tea«  her’*  htisin(*ss 
ex|K*riene(*s  wherever  |Krrtjin*nt.  pres¬ 
entation  ttf  sele(  ted  spe«-d  phrases 
and  iMitlines,  discussion  of  job  |Kts- 
sihilities,  |K‘rkin((  the  el.iss  np  with 
umisu.d  ty|>4*s  of  dict.ition  (testimony, 


jury  (liaise),  and  the  use  of  films 
{The  Secretary  Takes  Dictation,  the 
(irt*v;K  s4*rn*s  of  slides,  and  others). 

^  on  need  s|K*nd  \t*ry  litth*  time  on 
most  of  these  “((immicks,  \et  thev 
wdl  enliven  and  stiimdate  your  class 

C  1.  A  S  S  K  O  O  M  PK  ACTICK:  The 
teacher  devoted  little  or  no  time  to 
shorthand  penmanship. 

KKPOKT  COMMKNTi  Ke  more  jK  ii- 
m.mship  conscious!  (’.ill  tin*  attention 
of  the  class  to  difficult  outhm*s,  writi* 
l.ii((e  miHlels  on  tin*  hlacklniard  when 
m*e(*ss.iry,  and  cheek  your  stiident.s’ 
notelnHiks  to  set*  th.it  tln*y  aie  copy¬ 
ing;  accur.itely.  At  the  saim*  time,  in¬ 
sist  that  students  practuc  outhin*s 
lliientlv;  you  can  (*asily  spot  short- 

h. ind  th.tt  has  lH*en  lahoiionslv  IK*n- 
•  iled.  rhe  shotthand  class  is  not  an 
ait  t l.iss  when*  outhin*s  ar»*  drawn 
meti(  uloiisly. 

(;  I,  A  S  S  K  O  O  M  PK  A(;  I  ICKi  The 
teat  her  n  rttte  piet  ieic  tmtlines  on 
the  hitartl,  anti  the  class  prattieetl 
them 

KKPOKT  (.OMMKNTi  In  pr.uticin« 

i. solated  pievi(*w  outlines,  may  I  su((- 
(jest  la*sh(*’s  method  of  h.iviiiK  your 
students  ki*ep  tln*ir  ey«*s  allied  to  the 
outlines  on  the  hl.ickitoard  so  as  to 
k(*ep  the  eorrt*ct  inia((«*  liefort*  them 
vvhili-  tln*y  are  wiitin((  in  their  hiMiks 
VA'e  are  (oneerin*d  primarily  with  tin* 
student's  iin*ntal  pietiiri*  of  tin*  out- 
liin*.  If  sin*  knows  it  ainl  can  visiiali/e 
it,  she  can  writt*  it— for,  as  Ia*she 
points  out,  Wi*  write  with  our  minds, 
not  with  our  hands. 

C  I.  A  S  S  K  O  O  M  PK  A<;  riCK:  The 
tetieher  emphafetl  ntt  intensii  e  s\>eetl- 
hniltlinn  det  ices. 

KKPOKT  COVIMKNTj  Choose  one 
letter  a  day,  pref«*r.ihly  a  homework 
letter,  for  S|M'ed  huildiiiK  Kep«*al  the 
letter  three,  four,  or  five  times  at 
proKressively  higher  s|K*eds.  Oeea- 
sionally,  for  tin*  l.ist  dictation,  fall 
hac  k  to  20  or  ‘fO  warn,  tellin((  yoiii 
<  lass  iM-forc-h.ind  what  you  plan  to  do 
and  asking  them  to  aim  for  |M*ifecl 
shoith.ind  and  lor  control. 

Tin*  numiM'r  of  sn((((estions  ni.ide  in 
this  letter  is  not  meant  in  any  way 
to  disp.ir.i}(c*  your  c*liorts,  lieeaiisc* 
you  have*,  in  fad,  made  lonsiderahle 
progress  in  ti*.ii  hin((  advanced  classes 
Instead,  thc*y  should  sc*rvc-  as  a  ((uicle 
for  yonr  future-  improvement  and  pro 
f•■ssion.il  growth  I  su((((est  that  you 
coin enlratc*  on  one  or  lwc»  items  at  ,i 
tunc*  for  the  rc*st  of  this  tc-rm 

(  \ext  month.  'Ti/itt  iLritinn) , 
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lANt  r,  WHITE,  FAST  CAROLINA  COLLCQC,  GREENVILLE,  NORTH  CAROLINA 

Typing  materials.  C.  All«'ii  li.is  a  vaiirty  ^ 
o(  fnat«'riaU  liiat  fhry  will  vinl  l«)  ty|M‘writiii){  t«'a<'li«‘rs.  'I'la-v*  ilnrjs  ar«*  j 
frt'i':  “'PyiM-wrifri  kt'ylMiard  altlioii((|i  for  tin-  K.  (^.  Allon 

\'i»oiiiali(‘  fyiM-WTilor,  if  ran  In-  mm‘(I  for  almost  any  standard  kr^ylroard 
inacliino.  “Miniatiirr  Krylxiard  ( ^liart”— this  is  tnadr  to  fit  alxivr  tin*  ki’V- 
Ixrard  of  an  H.  d,  Alim  V'isoinatir*  tyjwwriti-r  with  blank  krys.  “I'ro>?r«*ss 
(.'hart  22  by  19  incbrs,  this  chart  provich'S  space  to  list  1(1  sliulcnts*  n.imcs, 
Kross  words,  10  to  |(K),  «*riors,  0  to  20,  date,  ,in<|  avcrajic.  “Kcyboaril 
Wall  (Jhart”  though  <lcsi|<n»‘«l  lor  the  If.  (;.  Allen  ty|M*\sriter,  it  may  Im- 
iis4'»l  f«ir  standard  keylxiards,  thi'  hack  o(  the  chart  illustrates  30  mechan  cal 
parts  of  the  ty|M*wriler. 

A  STTies  of  typintt  tests  has  also  Ix-en  piep.ited,  they  provide  Ixith  stiai^^ht- 
and  prmhiction-rsipy  material.  Ihesr*  tests  c(»me  in  a  |>ortfolio  that  cmitains 
five  (sipies  of  S4‘v<*n  different  tests.  It  sells  lor  $1.  Order  these  m.iti'rials 
from  H.  ().  Allen  business  Machines,  Inc.,  07S  I'ront  Avenne,  N.  W.,  (^ratid 
Ha|>idi  4,  Michigan. 

AudiO'Vikual  booklets.  I'om  IxN^klels  .ire  available  from  Hell  and  Howell 
( .otnpany,  Kdiicational  Sales  I h'partment,  7100  Mc(!orinick  H«»ad,  (.'hicago 
15,  Illinois.  For  a  Irr-e  copy  of  each,  write  to  this  address  and  rerpir-st: 
“reaching  and  'I'raining  with  Motion  I'ictiires  (Optical  Sound),”  “'Peaching 
and  'I'raining  with  .Motion  Pictures  (Magnetic  .Sonnil),”  “Peaching  and 
I  raining  with  'Pa|M*  Hecimlers,”  and  “'Peaching  and  'Praining  with  I'  ilm 
strips  and  Sli<h*s.”  Kach  Ixxiklet  g  ves  tin*  various  classriMtin  uses  of  these 
audio-visual  aids;  ea«*h  is  es|a-<-iallv  valuable  for  metluKls  »-onrses. 

Roforonco  manuals.  ‘“I  he  Handy  S|M  lling  Mannal”  ($1.3.5)  is  a  «|nick 
reference  for  the  K|M‘lling,  hyphenation,  and  pronunciation  of  nearly  .30,(KK) 
wtirris,  “'Phr  Handy  Heferencr*  Mannar  ($l..30)  is  a  reference  of  essential 
facts  that  have  Iwen  <*olle«  ted  expressly  lor  the  (irofessional  secretary,  “llie 
Handy  Ktirpiette  Mannal”  ($1.2.5)  is  a  re.idy  source  f)f  practical  and 
compreh«*iisive  answers  to  problems  oi  ctirpictte.  All  three  manuals  may 
Im*  obtained  fr«im  Allierl  Publishers,  Inc.,  (’♦•ntral  Building.  Portl.nid  .5. 
Orr’gon.  'Phe  usual  scIkmiI  discount  a|)plirs. 

Bottor  lottors.  Pwo  helpful  IxMiklets  on  business  letter  writing  have  Iweu 
written  by  John  P.  Hielx*!,  “Six  Steps  for  More  Siicmssfiil  Job  .Application" 
is  a  detailed,  illustrated  Ixxiklet  published  by  Bl.ike-f.'ulIxTtson  Publishers. 

San  I.iiis  Obis|>o,  (.'alifornia.  The  price  is  $1.  'Pin-  other  IxNikli't,  “How 
You  Ohii  Write  B«‘tter  I/etters,”  is  published  by  Plie  Fasinomics  Press,  Inc., 

P.  ().  Box  42.5,  Montclair,  New  Jersey.  Quantity  prices:  10  to  00  copi<*s. 

20  cents  each.  Mr.  Rielx-I  is  also  the  .uithor  of  Surn’ssftil  Bn-Wnesv  (.e/ters, 
a  IxMik  piiblisht'd  by  Prent  ce-Hall,  Iiie.,  Vcw  York  Citv. 

Vituol-oidf  mogozino.  leachers  iuterr-sted  in  aiiilio-visual  rn.itt'rials  and 
devic»*s  sJionId  read  Teoc/drig  Too/s,  a  m.iga/ine  that  will  keep  them  abreast 
of  the  Iat«*st  tf*chnifpi<‘s.  \  monthly  contest  is  held  for  thosi'  who  wish  t<» 
write  alMiiit  their  own  ideas,  the  winner  is  paid  $.50  for  h  s  arti<-h*.  Pin* 
inaga/.ine  is  published  four  tinu's  during  tin*  mIkmiI  year.  .\  on«*-y«‘ar  sub- 
srription  is  $2.  two  years,  $3.50.  JaiiM's  I).  I'inu.  Univ**rsity  of  Southern 
California,  I»s  Angeles,  is  the  editorial  chairman.  In  addition  to  articles, 
there  are  s|)ecial  departments  th.it  cover  teaching  inatr'rials. 

\OTE:  The  corr«*ct  address  of  'Phi-  .Sinead  Manufaitiiring  ('omir.mv  is 
300.311  Second  Street,  Hastings,  Miinu’suta  (Page  II,  lune.  1057) 
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off — a  set  for  each  class,  one  for  the 
overflow  rixim,  and  another  firr  the 
conflict  narm.  In  addition,  u  pre¬ 
determined  quantity  might  Im-  pre¬ 
pared  for  emergency  piirposi-s  or  for 
review  use  during  the  following 
si-mesti-r. 

Papi-rs  can  Im-  removed  from  the 
machine  one  set  at  a  time  and  criss- 
crirssi-d  on  the  work  table,  or  they 
i-an  Im-  separated  by  markers  depos¬ 
ited  into  the  tray  at  fixed  intervals 
Phiis,  no  counting  of  papi-rs  is 
needed. 

Of  coursi*,  there  should  Im-  no 
student  assisting  during  the  mimeo¬ 
graphing,  even  the  most  dependable 
are  not  to  Im-  in  the  office  wliile  the 
duplicating  is  iM-ing  done. 

Insorting  in  Envelopes 

'Phe  examination  si-ts  should  Im- 
arranged  in  envelopes  or  folders  and 
stored  in  readiness  for  the  examina¬ 
tion  day.  Because  many  si-ts  are  to 
Im-  liandled,  the  recommended  sys¬ 
tem  is  to  file  the  pajM-rs  according 
to  chronological  sr-ipienie  and  ac¬ 
cording  to  the  riMiiii  in  which  they 
will  Im:  u.s<*d. 

Tfie  envi-loiM-s  may  Im*  prepared 
in  advaiK-e  of  the  actual  mimeo¬ 
graphing  sintt*  they  require  an  in- 
depi-ndeut  opi-ration.  The  work  is  so 
simple  that  ever>thing  that  is  not 
confidential  may  Im-  turned  over  to 
a  capable  student  secretary. 

As  to  the  lalM-I  on  eacfi  enveloiM-, 
various  opinions  exist.  Some  depart¬ 
ments  have  spr-cial  envelop<*s  that 
lend  a  tone  of  gravity  to  examination 
papers;  other  departmi-nis  liave 
mimeographetl  lalM-Is  that  are  affixed 
to  the  envelopes  early  in  the  term. 
For  the  most  favorable  impression, 
the  special  instructions  that  appear 
on  the  envelopes  to  guide  prcK-tors 
should  Im-  reduced  to  an  absolute 
minimum. 

Once  the  department  is  stabili/i-d 
each  temr,  the  names  of  the  subject 
classes  and  the  ti-achers  can  Im- 
entered  on  tin-  envelo|M*s.  Informa¬ 
tion  may  Im-  obtained  from  depart¬ 
ment  records  and  i-hecked  against 
teac'hers*  programs.  'Plie  envelopes 
are  prepared  ar-cording  to  grades 
Finally,  two  additional  envelopes  are 
prepareil  for  each  grade:  one  for 
the  c-onflii-t  riMrin.  the  other  for  a 
possible  overflow  riMiin. 

'Tliere  are  many  arguments  in 
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favor  of  creatinK  a  M'atiiiK  plan  for 
the  students  who  will  re|X)rt  f«)r  the 
examination.  If  the  M-hool  or  the 
departinent  favors  this  pratiicv,  the 
time  to  insert  the  seating  plan  is 
when  the  envelop**  is  lx*inK  pr«*pare<l. 
F«)stponinK  this  detail  may  interfere 
later  on  with  oth«*r  phas<*s  of  tin* 
preparation.  Of  course,  these  in.ser- 
tions  can  lx*  dele^ati'd  to  student 
assistants  early  in  the  term;  tlw) 
(annot  lx*  turned  ov(‘r  to  students 
once  rpiestion  pap<-rs  are  in  the 
envelopes. 

OiK'e  the  examination  schedule  is 
rel**as**d,  the  d(‘tails  of  date,  time. 
r«K)m  numlH*r,  and  prcx-tor  may  be 
i*ntered.  The  matter  of  ~mat(*rials 
ri'quired”  can  lx*  fill***!  in  as  .s<xm 
as  the  examination  steiu-ils  fiave 
lx*«*u  cotnph'ted;  there  can  l)e  no 
ehatiKes  on  this  detail  after  that. 

Any  su|X‘rvisor  will  testify  that 
these  routines  consume  time.  Care¬ 
ful  plannin^,  however,  W'ill  delegate 
this  work  to  student  a.ssistants,  who 
usually  welcome  the  exix*ri**nce.  If 
this  system  is  followetl,  sets  of  the 
examination  (’an  lx*  placed  into  the 
proix*r  envelopes  on  the  very  day 
the  papers  are  duplicatt'd. 

The  re<piired  materials  can  also  lx* 
pIa(Y‘d  into  the  enveIop<‘S,  so  that  one 
small  packet  is  in  readiness  for  th** 
pnx-tor  of  each  examination.  As  an 
addl'd  precaution,  some  departments 
make  it  a  practkt*  to  have  one  ex- 
(Y’ptionally  clear  (piestion  sheet,  with 
a  red-|x*ncil  notation,  “Mast<*r  (lopy,” 
plac«*d  in  each  packet. 

If,  d»‘spite  all  viKilancY*,  an  error 
has  slipped  by,  a  notation  to  this 
effect  iiuKht  lx*  entered  on  the  en¬ 
velope  and  call(*d  to  the  pr(x-tor’s 
att(‘ntion  when  he  claims  the  exami- 
nati(»n  papers. 

One  final  thoiiKht  when  conduct¬ 
ing  the  uniform  (‘xaminations:  Any 
effective  program  of  evaluating  stu¬ 
dent  learning  may  become  so  Ixi^Ki’d 
down  in  administrative  d(*tails  that  it 
renders  the  system  ineffixtive.  The 
routines  outlined  in  this  article  are 
to  lx*  considered  only  insofar  as  they 
help  us  achieve  our  objectives.  No 
statement  should  lx*  taken  to  mean 
that  there  is  only  one  way  to  do  a 
thinK;  in  the  la.st  analysis,  tfie  nunlm 
<>f}erandi  will  dep<*nd  (m  the  c-ondi- 
tions  with  which  and  in  which  one 
must  op*?rate.  Routines  should  be 
adapt(*d  to  the  needs  of  the  exami¬ 
nations;  examinations  should  not  he 
chained  to  the  demands  of  roiitines. 

(Continued  next  month) 


H.  Q. 


HCLCN  M.  GRCCN  MICHIGAN  STAIL  COLLtGE,  LAST  LANSING 

Dais  for  drama.  I'or  uuadulteiate*l  ihaiii.i, 
Hive  me  a  classroom.  .\  classr»xnn,  most  simply  defined,  is  a  plac«*  wheie 
anylhin|{  can  and  does  happen.  I  discovered  the  truth  of  this  definition  'way 
hack  in  my  eaily  teaching  days  when  one  (  hatles  Zobriski's  white  nxuise 
Ix’canu*  miee-rinhf  in  his  fifth-^rade  |XH'ket,  sometime  lM’twet*n  afteiuoou 
recess  and  dismissal  time.  I  still  don’t  know  who  was  the  most  surpiised 
(diaries,  the  little  girl  directly  across  the  aisle,  the  mouse,  or  me.  (  This 
hap|X*ned  lx*fore  the  facts  ol  life-iii-every-classtooiii  era.)  few  weeks  l.itei 
I  was  further  convinced  ol  the  almve  definition  when,  from  the  selfsame 
p<xket  ol  the  selfsame  (diaries,  a  "haimless"  little  gaiter  snake  leared  its 
slimy  head  and  tiansfix*’d  Inith  the  little  girl  and  me  with  its  Ix-.idy  eyes. 
.At  the  end  of  one  sec’ond  of  fio/en  silence,  the  giti  prohahly  outjum|H*d  me 
by  a  (siiiple  of  fret  (Ix'iiig  youiig«*r  .md  more  .igih),  but  my  seie.im  out 
classed  hers  iMith  in  power  and  p.tch. 

Now',  somelxxly  with  a  iiervi’less  constitiitioii  and  ii  leaning  towards  the 
sciences  (preferably  biology)  might  have  been  able  to  cope  with  a  changing 
menagerie  in  a  classroom,  but  I  decided  it  w.is  time  to  seek  serener  ped.i 
gogical  pastures.  .And  this  leads  me  to  ask  the  same  <|uestiou  of  you.  .Are 
f/oir  teaching  at  your  proper  grade  leveli'  Not  many  ol  us  are  e(|uipped  to 
teach  at  all  levels,  and  sometimes  we  get  |x-gged  at  the  wrong  one.  Stop 
and  take  stix  k  ol  yourself.  If  you  think  sou  belong  in  teaching  but  feel  like 
a  sipiare  |M’g  in  a  round  hole,  it  cmild  lx*  th.it  you  aie  at  the  wrong  level 

i-  .Ask  yourself  these  two  (|uestioiis.  “How  old  aie  the  studnits  I  most  I'liios 

working  witirr*"  ".At  what  ages  woiilil  students  piobiiblv  eu|oy  itu  iiiosty" 
Don’t  overliMik  the  seesmd  ipiestioii. 

A  disgruntlad  taachor  may  have  othei  sources  of  tiouble,  hovvevei 
She  may  have  tex)  heavy  a  teaching  load.  She  may  Im-  wrap|M‘d  up  in  pei 
sonal  problems.  She  may  Iw*  t*K»  conscientious,  the  tyjx’  who  never  in  hei 
life  has  kindled  a  (ire  with  a  bunch  of  pajx’rs  before  she  graded  them.  She 
may  have  a  so-and-so  for  an  administrator  there  are  some  now  and  then 
She  may  need  a  physical  ch»x  k-up.  Or,  |X‘rhaps  her  feet  /iwt  p/oin  Iu4rt! 

My  lather  used  to  say  alxiiit  a  cross-liMiking  woman,  "She'd  lx*  right 
pretty,  except  she  Irxrks  likr-  her  feet  hurt."  .A  lot  ol  teachers  lixik  that  way. 
IXx's  the  diagnosis  fit  you?  Yes?  'I'hen  try  paying  so  much  for  your  sImx's 
that  it  mak«‘S  you  cringe.  Wear  last  year’s  coat,  ii  ne<essary,  but  don't 
econorrii/e  on  your  feet.  Much  of  your  teaching  zeal  and  effectiveness  rh' 

I  (X’uds  on  them.  .Anything  you  s|X’nd  to  keep  them  from  getting  more  tired 
tlian  the  rest  of  you  should  lx-  chalked  up  to  professional  investment.  My 
sister  used  to  .say,  “If  a  teachr-r  could  just  cut  her  fr-et  oil  at  the  ankles  for 
the  first  six  weeks  each  fall,  she  wouldn’t  really  get  trxi  tired."  She  nevei 
did  explain  why  she  limited  the  time  to  the  first  six  weeks.  I  sup|xise  that 
at  the  end  of  that  time  your  f(‘<‘t  should  lx*  either  numb  or  us«*rl  to  tlieir 
I  burden. 


IUndavalopad  ratourcas.  "(Jhildren  are  something  spix-i.il.  They  are 
undeveIo|X’d  rr*v»urc**s,  if  you  don’t  mind  the  fancy  tr*rm.  Ilwy  Ix-long  to 
everylxxly,  including  the  ( hildless  taxpayers.  Th**  r<*s|XMisibility  for  *l**v**lop 
iiig  them  is  **verylxxjy’s,  and  the  lx*nefits  of  th**  d**v**lopm*'nt  go  to  ev**ry- 
Ixxly.  S<rmewhere  in  sc*)i(xil  tcxlay  there  may  lx*  a  child  wh*r  will  disc*iv**r  .1 
^  t*ure  for  cancer,  another  wlxr  may  lx*come  our  gr**.it**st  presid*‘iit 

I  came  across  this  in  ('.’/uirigirig  7’lfri/**,  July,  Ib.TY.  Herlx*rt  I,.  Hr*rw'n  has 
ix>s«xl  a  challenge  to  you.  Think  *rf  those  first  four  w'ords  every  tim«*  you 
walk  into  a  classnxan;  you’ll  lx*  the  kin*l  of  teacher  your  stud**nts  ii*‘***l. 
p  I  wond<*r  what  (Jharles  /obriski  is  doing  ii*>w? 

j'lli  I  I  iii|i  g— awiaMtta— 
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TVPINf;  TKACIIKKS  oll.i,  ask 

plan  urtillr  iiidividiial  iititia- 
hvi*?”  My  i'XiMTi4*n(-c  iii(li(at(*s  that 
lh»*  uiisw<‘r  ik,  “No,  it  cIim'S  not." 

Oiir  (li^partiiK'ht  iM'lievfk  tliat  «4*v- 
••ral  iiiiiidk  ar<*  la-ttiT  than  oiw.  VV'r 
OM*  a  staiidardi/i‘d  typing  plan 
work<‘<|  ont  hy  onr  fii*partni<‘nt  h«‘ad; 
hot  wli(‘n('V(‘r  a  iii<‘inlM*r  of  otir  staff 
(ti*vf‘lo|>s  a  iM'W  tiMt'fiiiiK  nirtfitNl 
(Uh  talxdation,  lottor  placcinfMit, 
Hr,),  wtiirfi  s«*riiix  to  lx-  Ix-ttri  titan 
Ihr  onr  wr  air  iisiii((.  wr  try  it  on 
an  <'X|M'rirnrntal  hasis.  If,  idtrr  a  thor- 
oii|4h  trial,  tliis  nirthixl  M'rnis  iM-ttrr, 
wr  adopt  it  and  ns«'  it  thr  nrxt 
si'inrstrr, 

Oiii  plans  rovrr,  in  ininnir  driail, 
)iist  u  hot  wr  arr  Koinn  to  trai  It  and 
rxartly  /ton  wr  air  Koin({  to  trarh 
it-strp  hy  strp.  For  instanrr,  ap- 
pioxiinatrly  70  |wr  tt'iif  of  onr  Typ- 
iiiK  I  stiidrnis  ttikr  Typing  II;  hot 
srhrdnlin({  difliriiltirs  oftrii  iiitikr  it 
iinpossihir  for  stndrnts  to  rontiiinr 


with  ihr  saiiir  trai  hrr  thi'V  had  in 
thr  prrrrdiiiK  <'onrs<‘.  lirranw  difiri- 
rnl  iiirthtNls  of  pirsrntal ion  hy  dil- 
Inriil  Ir.irhrts  can  lx‘  confnsin;i4  to 
stndriils,  wr  Ix'lirNr  that  trarhini' 
trchniipirs  should  In*  as  nnilorin  as 
ptissihir 

llitvr  yon  r\rr  had  a  nnnilM-r  of 
stndrnts  in  'I'vpinu  II  class  who  htid 


We  Like 


Lesson  Plans 


Avoid  the  confusion 
that  students  feel 
when  the  methods 
of  the  Typing  II  teacher 
differ  from  those 
of  the  Typing  I  teacher 


had  no  w'ork  in  h'ttrr  prohlrins,  or 
soiiM-  otiirr  tyix-  of  drill,  in  TypiiiK 
I?  If  so,  wliat  <lid  yiHi  do?  Trach 
thr  li'sson  to  tlir  rntirr  class?  Or 
|M*rhaps  yon  taiiKfit  tfir  stndrnts  in 
two  scparatr  Kithrr  way, 

part  of  yonr  class  snflrrrd,  was  iM*r- 
fiaps  even  iKirrrI.  Onr  plans  rliini- 
natr  tliis  prohlrin.  if  any  trachrr 
omits  a  phase  of  iN'KinniiiK  typing, 
thru  it  is  oinittril  hy  all  trachrrs  and 
iiK  Indrd  in  'I'ypiiiK  II  if  nrrdrd. 

In  Si-attir  wr  ns«-  spi'cial  drill 
shrrts  that  iiK'Indr  all  thr  materials 
listed  in  thr  Seattle  pnhiic  schools’ 
rrcommrndrd  conrsi'S,  t>f  <-onrM*,  dr- 
partmrnt.il  lesson  plans  can  lx-  nsr-d 
jnst  as  easily  with  a  trxtixxik.  Thr 
important  thinu  is  thr  imiformity  of 
ptrsi-ntation. 

In  order  to  keep  onr  lesson  plans 
np-to-datr,  to  discuss  new  mrtlMxIs, 
and  to  chaiiKr  trchnM|nrs,  wr  hold 
brief  departmental  inrrtinKs.  Usually 
they  arr  held  ,il  thr  end  of  thr  week 
so  that  w'r  will  meet  sixin  after  any 
trachrr  has  presiMited  new  material 
to  his  class(*s.  I'hns,  any  chan({rs  can 
lx-  made  while  they  are  fri*sh  in 
mind. 

’I'lirs*’  ilrpartmrntal  plans  have 
also  proven  valnahlr  to  nonrrt^nlars 
of  the  drpurtmrnt.  Have  yon  ever 
had  a  math  trachrr  or  an  Knulish 
trachrr  added  to  yonr  department 
to  t<*ach  those  extra  typing  classes? 
How  would  r/on  like  to  trach  Al^ehra 
I?  l‘'riKhtrnrd  at  thr  pros|x*ct?  Well, 
that’s  how  an  ex-math  trachrr  feels 
aixint  typing.  Snhstitntr  trachrrs 
who  fill  in  at  (Barfield  ffi^h,  however, 
have  fonnd  cxir  departmental  plans 
very  hripinl,  lx»th  as  a  personal  re¬ 
view  of  how  to  trach  various  phases 
of  typing  and  idso  as  a  ^nidr  of  what 
to  do  each  day.  And,  of  conrsi*,  th(‘s<‘ 
snhstitntrs  can  strp  in  and  continnr 
the  rstahlishrd  pattern  of  instruc¬ 
tion  without  ihr  department  IttsinU 
a  flay. 

In  cl.iss  onr  plan  works  like  this. 
F.if  h  stiidi'iit  is  ^ivrll  a  mim«>o- 
(iraphed  sheet  f»f  ureen  pa|X'r.  W’r 
use  the  color  for  identification.  Mimeo- 
^raphed  ftn  these  sheets  is  a  sp.icf* 
tor  the  stiiflent’s  nami*,  st*at  nnmix'r, 
cl.iss  ixTiofI,  and  homi'  rixiin  teachiM. 
lielow  this  information,  and  extend 
in^  flown  the  entire  length  of  the 
pa|X'i,  are  coinnins  that  have  various 
heaflintls.  These  hiMfliiiKs  may  vars 
accfirfliiiK  t*>  the  teacher’s  prefer- 
eiKf. 

’I'liriv  of  the  headiiiKs  are  ffir 
timt‘fl  writings  of  fine,  three,  and 
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five  minutes.  Under  each  headiiiK  is 
a  spac-e  ff)i  rec-ordinn  speed,  errors, 
and  a  letter  urafle  fif  .A.  B,  (1,  1), 
fir  F^.  Another  cfilninn  is  headed 
"priKlnctifMi  Wfirk”  (i.e.  letters,  fiiit- 
lines,  tahniatifin  firills,  etc.).  Tliese 
also  have  spates  ffir  recfirtliiiK  the 
time,  s|)eed.  errfirs,  and  the  uraile 
that  is  earnefl. 

.Additifinal  cfilnmn  headings  may 
include  spact*  lor  extra  wiirk,  warm¬ 
up  work,  prfx>freadin({,  tlictation, 
cfimpositifin,  fir  fither  items  that  the 
instructor  wishes  tfi  emphasi/a*.  Blank 
areas  may  lx-  addf'fl  ffir  imire  tiinefi 
writings.  Of  cfinrse,  space  shfinifl  lx- 
prfividefl  also  for  teacher  comme  its. 

Down  the  sifle  of  the  sheet  are 
heafliiiKs  for  each  flay  of  the  WfX'k; 
fine  sheet  shonifl  hfild  aIxint  a 
month’s  wfirk.  Kach  flay  the  stinlent 
ri'Cfirfls  his  accfimplishnients  fin  the 
sheet.  Tfi  find  his  score,  he  cfinsnits 
a  Kradin)^  scale  that  illustrates  the 
s|X*eil  aiifl  accuracy  refpiirements 
for  his  level.  'I'liese  scali's  are  Cfi- 
fiiflinated  with  tin*  les.sfin  plans  and 
are  staplefi  to  his  ){rf‘en  ri'CfirfliiiK 
sheet. 

Kach  flay  stiulent  hf‘l|X‘rs  haiitl 
the  ^reen  sht'ets  tfi  the  first  |M‘rs<in 
in  each  rfiw,  'I'he  sheets  are  passeil 
hack,  aiifl  each  stiulent  takes  his 
own.  .At  the  end  of  the  |X‘riixl,  he 
passes  forwarfl  his  markefi  sheet  to¬ 
gether  with  the  copy  for  the  teacher. 
All  papers  are  then  collectetl  anil 
put  into  a  fiihler,  reafly  for  exami¬ 
nation.  If  the  stiulent  has  scoreil  his 
pa|X‘r  incfirr(‘<lly,  the  tinu'd  writing 
is  letiirned  to  him  tiu*  ni‘Xt  flay  in 
orfler  that  he  may  see  his  errfir.  If 
a  stiuliMit  fifx's  not  receive  his  copy, 
he  knows  that  it  is  correct  aiul  may 
lx*  fin  the  liiilletin  Ixiarfl.  .Many  of 
the  ^lXKl  pa|K*rs  are  put  fin  flisplay. 

It  dfx-s  not  seem  necessary  ffir  the 
instructor  tfi  Krade  the  pa|M*rs  each 
day,  except  fliirin^  the  first  weeks  fif 
the  MMiiester.  Later,  he  may  i‘X- 
ainine  them  less  frfxpieiitly ;  fin  days 
when  he  dfx-s  not,  they  may  lx* 
checki‘fl  hy  a  stiulent  assistant. 

I)fx*s  all  this  .sound  like  a  lot  of 
wiirk?  Well,  it  is— in  the  Ix'^inniiiK. 
Blit  later  on,  yon  need  only  to  make 
small  adjustments.  Of  course,  nothing' 
w-orks  |X*rfectly  for  everyone;  iiiii 
dfx-s  any  one  metluxl  fit  all  schixils. 
Blit  we  Ixdieve  that  this  pro){rani 
works  well  in  onr  departmiMit  in  onr 
schfxil.  It  may  in  yours,  tixi. 
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TIIK  DIMNC  PAKT  of  flu-  w«»  kly 
lnii{|i«-oii  was  just  alaxit 

ov»*r.  Alan  Hlakc,  W'alkri  (!or|)or.i 
fioii’s'  drain¬ 

ed  flu*  last  of  Ill's  c‘oH<*f;  (iliarlotc 
Kirin,  ilirr<tor  of  lna^k«■tin^  and  rr- 
scarch,  dahlMHl*  lit-r  lips  daintily  with 
a  napkin.  Finally,  as  was  tlir  (iistoin, 
all  14  pairs  of  ryt's  at  tin*  tahlr  tnrnrd'’ 
to  jonas  Walkrr,  w  hitr-hairrti  prrsi- 
drnt  and  lonndrr  of  tlu*  firm.  'I'lu' 
hnsiiu'ss  part  of  tiu-  inrrlin^  was  alxint 
t(d  iM-yin. 

Klla  Sloanr,  Mr.  W’alkrr’s  private 
seeretary,  sat  in  her  place  at  the  table. 
IVneil  poised,  she  was*  ready  to  take’ 
notes, .  a  res|K)nsihilily  she  had  h.id 
lor  many  years. 

The-  prc'sidcMit's  smile,  touched  to¬ 
day  with*  a  hint  of  sadness,  encom- 
p.tssc'd  the  entire*  loom  .is  he  s|)oke. 
■’I'm  sore  this  wc*ek's  meeting  will 
include  the*  customary'^  prohlems  of 
packa^in^,  acc*oimtin^,  |M'isonnel,  and 
so  on.  Hut  iN'fore  we  ^et  into  those, 
I’d  like  to  discuss*  a  prohlem  of  a 
more*  |M'rsonal  nature.  One  which, 
indirectly  at  least,  will  affect  ns  all.” 

Those  |)r«*sent”  exchant^ed  pn/./.led 
glances,  followed  hy  hari-ly  |K*rc<-ptil)h- 
shrubs.  Mr.  Walker  p.iiised  for  a  sip 
of  wat«*r  Ix’fore"’  contimiinK.  When 
he  did  make  In's  statement,  it  was 
hhmt  and  to  the  |)oint. 

“Kll.i  .Sloane  has  deciiled  to  h*av<*'* 
ns.” 

*  A  murmur  swept  thron>d>  the  riM>m, 
and  all  fact's  turned  to  the*  slim,  ^ray- 
haired  woman  seated  Ix-side  the  presi¬ 
dent.'^  A  little  self-consciously,  Klla 
t{a/ed  down  at  ht*r  notelxMik. 

.\fr.  Walker  smiled  fondly  at  his 
secretary.'*  “Klla  has  Iwen  with  Walk¬ 
er’s  for  more  years  than  either  of  ns 
would  care  to  admit.  Now  her  chil¬ 
dren  are  Kro^n  np  and'*  inde|N'ndent. 
Her  hnshand  is  retirin(4,  and  they’vt* 
decidetl  tt»  s|)end  the  next  few  years 
tr.ivelin^  and  enjoyinK'*  one  another’s 
company.  .An  i*xct‘ll<‘nt  idea,  and  I’m 
^l.id  we  wt-re  able  in  some  small  way 
to  make'*  if  |v»ssihle.”  .Anain  his  I’a/.e 
swept  tlie  r<M)m.  ’’.Nevertlieless,  it  dtx's 
It'ave  ns  with  a  pressing  prohlem. 
Wh(»  will  rejdacf*'^  Klla  Sloane':*” 
■’.Marie  White."  .Xdvi'rtisiiiK  Direc- 
t«»r  Warren  (•raham’s  reply  was 
prompt.  "Miss  NMiite  has  Ix-en  with 
the'*  firm  three  years.  She  is  f>rit{ht, 
willing,  tactful,  and  a  fiard  worker. 
Frankly,  I  can  tliink  of  no  Kiri  who 
deserves  it  more.”  "* 


I  he 


RAYMOND  DREYFACK 

■■I'nl.  •ss  it  Ih'  Helen  Castro.”  .Alan 
Blake,  Walk<*r’s  executive*  vice-presi- 
d**nt,  sounded  eepially  convinced**’  of 
his  choice. 

Mr.  (>raham  laiiKhed  K'**’*hna- 
tnredly.  “Sorry,  .Man,  I  oveihxiked 
.Miss  flastro.  I  have  to  admit'*'  sh«*’d 
run  a  close  s«*cond  to  Miss  White*.” 

"Or  vice*-ve*rsa,”  Bl.ike-  re*plie*d,  his 
e*ye*s  twinkliiiK.  “Helen  (Castro  has 
lM*en  lw*re**'*  lonne*,-  than  Miss  White*. 
She*  has  a  sound  knowle'dKe  of  oni 
o|>e‘ratiem,  and  whe'ii  it  come's  to 
tact  .  .  His  tone  implie'd  that'***  the* 
se*nte*nce  did  not  ne*e*d  t«»  he*  (*oni- 
ple*te*d. 

Mr.  Walke*r,  his  face*  ifioiiKhtlnl. 
made*  a  ste*e*ple*  of  his  hainls.  “Any** 
Inrthe'r  neeminat  ions':*" 

The*re*  was  no  re*ply.  Mr.  Walke*r 
fnrne*d  to  Klla.  “Wfiat  dee  yon  think, 
Klla':*  Miss  (!astr»»**''  or  Miss  White*':*'' 

Klla  he*sitate*d.  "The'y’re*  Ixith  K'””!. 
capable*  Kiris.  I’d  hate*  to  e  house*  Im*- 
twe*e*n  the*m.” 

“\'e*ry  well.”  Mr.**  Walke*r  tnrne*d 
to  the*  |x*rsonne*l  dire*c*tor.  “Norman, 
snpiMise*  yon  send  me*  the*  file*s  for  Ixeth 
Kiris  first  tfiiiiK  in  the*  morniiiK.^^  I  II 
take*  it  from  there*.” 

Next  moniiiiK  at  nine-thirty,  tfie* 
hn/./(*r  sonnde*d  on  Klla’s  de*sk.  l  akiiiK 
|)e*ncil  and  pad'**'  in  fiand,  she*  we*nt 
into  .Mr.  V\'alke“r’s  eeflie  e.  The*  pre*si- 
de*nt  was  standiiiK  by  the*  window, 
se*eminKly  absorlM*d*'*  in  the*  traffic*  on 
the*  stre*et  Im*Iow.  He*  tiirne*d  .is  Klla 
crosse'd  the  rcxnn. 

N'oticiiiK  he*r  |x*n(  il  and  p.id.  In* 
m.ide*  a*"  motion  witli  his  hand.  “Von 
won’t  rie*i*d  those*.  Klla.  Sit  down, 
please*.” 

Klla  waite*d  as  Mr.  Walke*r  walke*d 
to  his  de*sk  and*'  s4*ate*d  himself  op 
|)osite  her.  Slu*  wuti  he*d  him  pie  k  np 
two  folde*rs  from  his  de*sk,  eye*  them 
tlioiiKhtfnlly,  tfie*n  lay  tlie*m  down** 
aKain.  Ifie  folders  contained  the  pe-r- 
sonnel  file's  on  fielen  f^astro  and  .Marie 
Uliite. 


■■|''.ll.i,  I  don’t  have*  to  te*ll^*  yon  how 
im|)ort.mt  this  de*e  ision  is  to  me*  But 
I  can’t  choose*  lx*twe*e*n  the*se*  K''ls 
the*ii  c|n.ihfications  .ire*  e*e|iMl  "  ** 

Klla  smile*d  he*i  aKre*<‘me*nt. 

The  president  frowned.  “It  isn't 
riKht  to  toss  a  (*oin  to  de‘<*ide*  a  thiiiK 
like*  tins.-''*  Come*  to  my  aiei.  Which 
one*  shall  it  Im*’:*” 

“Since*  1  don’t  know  e*ithe*r  K''l  tcMi 
we‘11,  I’d  have*  to  toss  a  coin,  tcHi.  Ibit 
I  have-''*  an  ide*a.  if  you’re*  inte*ie*sti*d,“ 
Klla  answ(re*d. 

“.At  this  iMiint,  I’m  inte*ie*ste*d  in  any- 
thiiiK.'^'  paiticni.irly  in  one*  of  i/onr 
ide*as.” 

■''I'fiank  yon.”  Klla  smile*el  faintly. 
“The*  ide*a  is  this:  If  I  take*  tomoirow** 
oft,  that  would  Kb*‘  y<>"  an  exe*nse*  ti 
c.ill  on  Miss  White*  to  fill  in  for  me 
in  the*  ineirninK  and  have*  Miss  ('astro'"' 
conic*  in  lor  the*  alte*ineM>n.  I  he*n,  all 
y  im’d  have  to  do  would  lx*  to  se*le*(  t 
the*  one*  yon  like*d  lx*st.” 

“Hiniinn."  Mr.  Walke*r*"  rnbix  el  hi‘ 
chin.  "Ycui  have'ii’t  misse*el  a  ckiy  in 
ove*r  two  ye*i.rs  I’d  lx*  lost  without 
yon.  Be*side*s,  heiw  do  I  know  the* 
sche*me*"  will  work':*” 

"Oh,  if  will.”  The*re*  was  a  kind  of 
myste*rienis  wisdom  in  Klla’s  words. 

Ne*xt  day,  Klla  stay  eel  luxne.  Shoit- 
Iv**  lx*|ore*  five,  she*  ph<xie*el  Mr. 
Walke*r  at  the*  offics*.  He*r  Ixrss  sonnde*d 
more*  e*xas|x*iate*cl  than  e*ve*i. 

"Klla,**  your  fine*  se  hc'ine*  l>.ukfire*d. 

I  can’t  chcMise*  lx*twe*e*n  the*ni.” 

Klla  was  nn|x*rtnrlx*d.  "H.ive*  faith.” 
she*  said.  ’“I'oinorrow,  tlx*  de*eisiexi** 
will  come*  e*asily.  (iixxl  nlKht,  Mr. 
Walke*r.” 

'I  he*  ix'xt  inormnK,  Kll.i  calli*cl  he*i 
Ixiss  aKiiin.  She  was  terribly  sorry,*’* 
she*  said,  but  six*  had  twiste*cl  he*r  ankle* 
and  wciiild  lueve  to  stay  out  anothe*r 
cl.iy. 

"Neve*r  mind  that,”  Mr,  W.ilke*r*‘’ 
said.  "Von  take*  caie*  of  yonrse*lf.  Stay 
exit  for  a  we*e*k  if  yon  have*  to.” 

Hut  the  fedlowiiiK  day  Klla  re*- 
|Miite*cl*^  to  work  as  usual,  liriKht  and 
early.  .Mr,  Walker,  Kli»ii>’’>"K  be*r 
from  his  de*sk,  came  over  cpiie  kly  aixf 
offe*re*d*''  his  arm. 

"Now  take*  it  c*asy,”  he*  said.  ‘“Hie 
worst  tliiiiK  for  a  twiste*cl  ankle*  is  an 
adcle*ci  strain.  fle*re,  |e*t  me  hc’lp 
ycxi.”"* 

Klla  sinih'd.  "Thank  ycxi,  but  tliat 
wern’t  lx*  necessary.  Actually,  it  was 
the  truth,  ixrt  my  ankle,  tfiat  I 
twisted'*"  yesterday.” 


NOVK.MBKH,  195’ 


Mr.  Walkr-r  trrrwri#^,  pux/liMi. 

"It’#  very  •iinpl**,"  F^lla  explairird. 
■‘Vi*»t»'rday  wa»  'riiurMiay.  You  liad'* 
two  iiM***tiii((#  to  attmul  and  teveral 
iin|K)rtaiit  iHtfrrs  to  write.  Yesterday, 
of  all  days,  you  neexli*d  3*^*  srxretary. 
Vlioiri  did  you  call  for:  Mis#  Castro, 
or  Miss  Whiter 

"Miss  Wfiite.  But—”  He  Broke  off 
aliruptly. 

‘‘You  s<'e,"  Kll,i  sakl.*^*  ‘"nu*  sc4ierne 
luul  to  work.  You  couldn’t  conscious¬ 
ly  choosi*  la-twii'ii  ihefii,  la'cauM* 
they’re  both  fine  si'cretaries.  Instinc¬ 
tively,''*  when  y«»u  luul  to  make  a 
chou-e,  it  came  naturally.” 

Mr.  Walker’s  face  hroudened  into 
a  Krill.  "Of  course  it  did!'*®  Without 
even  knowiiiK  it,  ■  preferred  Miss 
White.  You  know,  f  .  .  .”  He  clearetl 
his  throat,  a  triHe  shyly,  a  hit  em- 
harrasseil.*’'*'  "...  I  havr-  every  con¬ 
fidence  .Miss  White  will  turn  into 
a  wondcriiil  si'cretary.  But,”  his  voice 
was  iilmost’’'^  fervent  now,  "she’ll 
never  lx*  another  Klla  Sloarie!”  (I|.5<J) 

OGA  MEMBERSHIP  TEST 

How  To  Hurry 

The  way  to  hurry  is  not  to  hurry 
at  all.  That  may  sound  straiiKe,  hut 
it  is  iM'vertheless  true. 

Why'!*  Well,  in  the'  first  place, 
time  is  not  K^iiiied  when  one  riislu's 
anil  makes  tixi  many  mistakes!  If 
we  iN'come  "rattled,"  we  la-nin  to 
fiimhle."  If  you  are  typiiiK  and  strike 
the  wroiiK  key,  you  must  stop  to 
eiase.  (airrectiuK  one  little  mistake 
takes  the  time*''  required  to  write  ten 
words!  if  you  are  makiiiK  curlMiii 
copies  and  must  erase*  the  error  on 
each  one,  more  time  will*  In*  wasted. 

Culm  your  nerves  when  a  rush 
joh  comes  in.  Take  a  few  minutes  to 
study  its  re(|uirements.  lit*  c<*rtaiii 
that"  you  understand  the  instructions. 
Alxive  all  else,  do  not  worry.  (Ill) 


JUNIOR  OGA  TEST 

Giv*  UpT 

A  small  Ixiy  in  a  rural  schoeil  was 
haviiiK  difficulty  rememlM*rinK  when 
( ailiimhiis  had  found  this  country.' 

"Now  listen,  Johnny,”  Siiid  the 
teacher,  "try  to  remenilN'r  this  little 
p(N*m:  In  the  year  of  1 492,"  ( ailiimhus 
sailed  the  (K'eaii  hliie.  ('an  you  re- 
memlH*r  that':*” 

"Yes,”  said  Johnny. 

'nil*  next  day  the  teachf*r  asked 
hoiN-fully;*  "Johnny,  do  you  now  re- 
niemlM'r  in  what  year  (ailiimhus  found 
this  country?” 

“Yrs,’’  said  Johnny.  "In  the  year  of* 
I4U3,  (.'oliimhiis  sailed  the  di*ep  hliie 
s«*a.”  (91) 


^LASH  READING* 

the  indispensable  skill 


MARGARET  OTTLEY 

IIK  OTHKB  IMY  I  came  across  a 
story  that  I  found  most  surprising, 
'two  men  had  In-cii  court  re|N)rters  for 
many'  years  and,  acciirding  to  the* 
hiographical  data,  each  of  them  had 
iN-en  graduated  from  law  scIkmiI  and'" 
fiad  passed  their  bar  I'xarns  iN'fore 
they  went  into  court  re|Nrrtiiig.  In 
fact,  one  harl  practir‘t*d  law  a  few 
years  iN-fon*"  iN'gimiing  his  re|N)rtiug 
career. 

Naturally  I  thought  alxiiit  these 
twill  careers  and  was  interested  in* 
why  they  had  Ixith  taken  the  .same 
path.  I  reached  the  decision  that, 
though  this  tiNik  place  iN'fore  you 
were  iNirn— in  fact  while’’  1  was  still 
very  young— it  could  not  have  In*«*ii 
lN*causi*  of  an  oversupply  of  lawyers. 
That  might  have  lN*en  true  in"  the 
section  of  the  country  they  came  from. 
Neither  of  them  may  have  had  the 
physical  <|ualificutions  —  ap<*arance,' 
iM'ariiig,  s|M*ech,  manner  of  delivery— 
iieci*ssary  to  a  pro8p«,*rous  law  prac¬ 
tice.  I  rememlN*r  that*  when  1  was 
young  a  giHNl  diK'tor  always  wore  a 
Iward! 

(H  course,  the  training  they  had 
ri*c<*ived  in  their  law  stiidii's  was" 
very  helpful  to  them  in  their  re|H)rtiiig 
careers.  And,  on  the  other  harid,  the 
knowledge  of  pnK-i*rlures,  prepara¬ 
tion'"  of  a  casi*,  as  well  as  other  court- 
nKim  intricae'es  would  In*  old  stuff  to 
the  ie|Mirter  who  decided"  to  enter 
the  field  of  law. 

A  frimd  of  mine— let’s  call  her  Mary 
—has  had  an  interesting  and  varied 
career'"  lH*cause  she  studieil  short- 
haiiil.  She  want(*d  to  go  to  ('ollege  to 
prepare  for  teaching,  hut  the  fam¬ 
ily’s'*  piK'ketlHiok  was  a  vsit*  hit 
small.  Mary  decided,  therefore,  to 
prepare*  for  a  hiisiness  career.  After  a 
few  years'*  in  stenographic  and  secre¬ 
tarial  |Nists,  she  had  a  sufficient  cash 
resi*rve  to  reg’ster  at  a  leading'*  uni¬ 
versity.  To  ki*i*p  her  hank  aevount 
replenished,  Mary  applied  for  and 
ri*<i*ivi*<l  an  appointment  as'"  s<*cretary 
to  a  schrNil  official  at  the  same  time. 

Mary  then  taught  hiisiness  c'ourses 
in  high  schiMil  while  she  hroadeneil''' 
her  academic  background  tfiroiigh 
night  courses.  V\'h<*n  VV'orld  U'ar  II 
came  along,  Mary*  was  anxious  to  do 
her  part'*  and  went  into  business  in 
a  #et*ri*tarial  capacity  with  a  defense 
factory.  She  kept  going'*  to  night 


courses,  Ixt  ause  she  had  decided  she 
wanted  to  teach  ac*ad«*niic  <*ours«’s  on 
tfie  colli'ge  level.""  Ome,  during  her 
college  teaching  car€*«*r,  she  was  able 
to  save  the  day  during  a  staff  shortage 
by  taking  ov<*r"'  some  business  teach 
ing. 

So  you  see,  shorthand  is  a  skill  that 
will  always  In*  us<*ful.  (43.5) 

*  I'tH  ahmtary  iimttfd  to  Chapfrrt  Ont 
Sir  of  ijffuy  Skofthand 


the  SAGA 
of 

ELMER 

BETTE  DILLON 

Y  NAMK'?  Elmer  Faix*r  (dip. 

My  addres.s?  United  States 
Business.  My  (Kxiipation?  I  really 
couldn’t  say.'  I  used  to  think  it  was 
lioUling  im[K>rtant-louking  pa|M*rs  to¬ 
gether;  aiKl,  occasionally,  I  am  still 
given*  tliat  kind  of  assignment.  But 
lately,  more  and  rtKrre  of  my  time  has 
lieen  taken  up  with  other  duties,  such 
as*  cleaning  out  typewriter  keys  and 
fixing  jammed  staplers. 

The  life  of  a  paper  clip,  I  can  tell 
you,  is  no  ht*d  of*  roses.  Modern  meth- 
<xis  and  machinery -contrary  to  public 
thought— have  decreased  a  pa|x*r  clip’s 
life  expectancy!*  And  this  modem 
iMisiness  world  has  mentally  affected 
our  employers— the  men  and  women 
of  American*  business.  'They  usc*d  to 
treat  us  with  a  little  respect.  But  now 
their  nerves  are  in  such  a  sad  state 
that  thc'y  make'  a  habit  of  Ix'iiding 
us  this  way  and  that— into  all  kinds  of 
shapes.  SomHimes  they  even  go  as 
far  as  to  tear*  us  apart  limb  from 
limb!  Really,  the  number  of  my  rela¬ 
tives  and  friends  who  have  l)ec*n 
maimed  for  life  for  just  dmng*  their 
duty  would  make  last  year’s  traffic 
fatalities  look  sick. 

And  disease!  We  can’t  esc'ape.  ’Iliere 
are  certain  of*  our  employers  whose 
mental  apparatus  has  deterioraterd  to 
siic'h  an  extent  that  they  think 
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liothiiiK"  of  iMittiiiK  UN  into  their 
mouths  and  c-htnvinn  us!  Because  we 
are  nvide  of  metal,  we  have  a  natural 
aruKK**  proteetion  that  kee|>s  us  from 
t>einK  K'lashed  to  death.  But  we  just 
can't  escape  those  little  germs! 


Why,  just  last  week.  I  ('aught'* 
a  touch  of  “Ruhlx'ritis"  from  an  un¬ 
healthy  rul)lx*r  hand.  My  employer 
had  already  stuffed  it  into  his'*  mouth 
Irefore  he  flipped  me  in.  And  my  sister 
Prunella  actually  died  fnmi  "WimuIo- 


pia“— she  caught  it  in'*  tier  employer's 
mouth  after  one  of  his  {X'licil  chewing 
si'ssions.  There  my  Ixiss  gm's  again. 
He’s  lifting  me  to  his'*  mouth.  Help* 
I’m  going  to  lx*  kill-glop,  clank, 
clump,  chump.  (329) 


PROBLEM  CLINIC 

( Cimtintu'd  from  {nine  42 ) 

7.  If  you  have  Typing  1  and  II 
in  the  sophomore  and  junior  year,  you 
can  take  three  or  four  girls  from  the 
senior  class  (who  can  type  and  are 
willing  to  give  up  a  study  periixl)  — 

•  all  the  group  T>pe  HI— give  them  a 
|X>int  or  whatever,  and  assign  all  the 
extra  typing  to  thesr*  girls. 

This  seven-point  plan  should  lx; 
mimeographed,  signed  hy  the  prin¬ 
cipal,  and  a  copy  of  it  given  to  every 
member  of  the  faculty.  .Simply  ignore 
the  unplea.sant  (‘omiiK'iits  from  any 
teacher. 

Mahc;ahkt  BixiriNA/.iAN 
Act(m-Rox}»muif>h  Rcuiotuil  llinh 
Wrst  Ation, 

Dear  Antmijmous: 

I  would  lx*  more  conceriK'd  alxiut 
making  iny  Typing  II  class  a  functional 
class— one  to  meet  the  typing  needs 
of  each  day — rather  than  one  that 
stresses  speed.  As  long  as  so  few  of 
your  graduates  go  into  r)ffi(t‘  work, 
s|H*ed  should  not  lx*  the  aim  of  your 
class.  A  c(‘rtain  amount  of  spi'cd  just 
naturally  builds  up  in  the  day-by-day 
use  of  the  tV|H*writer. 

It  is  evident  that  many  of  your 
Typing  I  students  are  not  t.iking 
Typing  H.  'rhcrcforc,  I  would  teach 
the  units  that  you  feel  you  are 
omitting  in  'lyping  II  to  the  first- 
year  studi'iits.  'Hu’s  will  leave-  ycxir 
second-year  students  fri'c  to  do  the 
outside  typing  projects  that  I  feel 
.ire  of  more  value  to  them  than 
building  up  speed 

I  have  the  following  suggestions: 

(a)  Since  you  are  the  stwmsor  for 
the  scIkk)!  paper,  responsible  for  the 
printing  of  it,  and  do  not  have  tix) 
many  typists  available  for  this  type 
of  work,  I  W'oiild  suggest  that  you 
reduce  the  si/e  of  your  pa|x*r  to 
three  sheets  (six  pages).  Be  sure 
that  only  np-to-date  articles  are 
published-not  something  that  hap¬ 
pened  two  or  three  weeks  ago.  'Fhe 
elementary-grade  news  can  lx*  lim¬ 
ited  to  honor  rolls.  |X'rfect  attend¬ 
ance,  outstanding  accomplishments  of 
individuals  or  unusual  projects. 

(b)  Schrxrl  supplies  slumld  not  lx; 
used  for  organi/atuxis  not  directly 
connected  with  the  schrxil,  even 
though  these  organ i/at ions  pay  for 
the  supplies  that  are  used.  I  have 
purchased  stencils  and  mimeograph 


pa|X‘r  to  lx*  list'd  for  this  purixise. 
when  I  am  contacted  to  make  year- 
IxMiks  or  programs,  I  tell  them  that 
I  have  tin*  supplies  which  they  can 
purcha.se;  otherwi.v,  they  can  pur- 
cha.se  the  supplies  elsewhere  and 
bring  them  to  me. 

I  contacted  a  typing  service  near 
my  L'ornrnunity  and  got  their  prk't's 
for  cutting  stenc  Is  and  running  them 
off.  p'or  iK'arly  all  these  programs  and 
yearlxKiks,  I  do  the  work  myself,  on 
my  own  time,  and  charge  accordingly. 
If  the  job  is  such  that  my  Typing  H 
class  can  do  it,  no  charge  is 
made  for  the  lalxir,  and  they  pay  me 
for  the  supplies  used.  When  con¬ 
tacted,  I  tell  them  who  will  do  the 
work  and  how  much  the  cost  will  lx*, 

(c)  I  am  somewhat  ania/ed  at  the 
lack  of  co-operation  on  the  part  of 
your  colleagues  in  the  us<‘  of  your 
department  services.  (let  in  contact 
with  all  teachers  and  ask  if  they  de¬ 
sire  a  “private  secret. iry’’  from  your 
Typing  II  class— a  student  who  will  be 
assigiK'd  to  them  to  type  their  pafX'rs 
and  reports.  If  they  so  desire,  assign 
a  student  to  each  teacher.  'Urns,  only 
the  Ix'st  typists  are  us<*d  for  this 
project. 

I  did  this  last  year  and  found  the 
plan  to  work  very  well— .so  well,  in 
f.ut,  that  this  year  teachers  have 
asked  for  “secretaries.”  Tlie  teachers 
were  not  only  co-operative  but  grate¬ 
ful  for  this  service.  Thus,  I  did  not 
have  to  set  up  rules  and  iegul.it  ions 
to  lx-  followed.  Hut  in  your  casi*,  I 
would  set  U|)  a  list  of  rules,  send  .i 
co[)y  to  each  teacher,  and  avl  her 
co-o|X‘ration.  I  would  .isk  ih  >  all 
drafts  Ix'  (‘arefuHy  prepared  and  sent 
to  me  to  lx*  given  to  the  "secretary,” 
who  will  tyjx*  them  under  my  super¬ 
vision  during  regular  class  |X'ri<xls. 

I  like  this  plan  very  much,  since 
vmie  of  the  teachers  are  havui"  rny 
students  composr*  letters  as  well  as 
t\pe  them  Hither  the  teai  her  or  I 
go  over  the  student -com|X)S«-d  letter 
Ix'fore  it  is  typed. 

Mkhiai.  M  'rAYi.on 
MlrhiUdU  ('rutf’r  I  Huh  SrhifnI 
\firhiuiin  Ori/er,  MUttiuoti 

Dear  Anonymmu: 

First,  aren’t  you  lx*ing  trx)  distiirlx'd 
by  this  situation?  I,  too,  have  taught 
in  a  sch(X)l  with  a  similar  situation, 
and  I  realize  that  every  teacher  dis¬ 
like's  having  her  planned  routine  dis¬ 
turbed.  But,  isn’t  it  the  objective  of 


biisiiK'ss  I'ducation  to  train  the  stu¬ 
dents  to  live  a  useful  life  in  their 
community? 

Now  as  to  tvping  the  scIkmiI  papi'r, 
why  not  have*  your  advance'll  class 
de'vote  one  day  a  we-e'k  to  it?  .At  first 
It  is  a  le'arning  proje'cl;  l.iti'r  it  esnild 
be'come  an  e'xtra-curricul.ir  activity 
project  for  one  of  the  stude'iits.  How 
alxiut  doing  it  after  scluxil,  or  during 
a  study  hall  |X'riod  and  letting  the 
typist  e*arn  activity  ixiints? 

Anothe'r  ide-a  that  might  work  for 
you  is  to  have  a  se'cre-tarial  stafl. 
.Se-h'ct  your  top  .students  and  make 
the'se'  girls  re-sponsible'  for  the'  typing 
of  the  pape'r.  (uve-  the-se*  gills  activity 
points  for  tlie-ir  work.  It  has  worki'd 
for  us.  Make-  it  an  honor  to  lx-  on  this 
staff,  'file  students  take-  pride'  in  their 
work,  and  it  is  gixxl  training  in  as¬ 
suming  re's|xmsibility. 

In  typing  for  organi/ations,  I'le., 
did  you  eve'r  try  to  si't  this  up  as 
an  offic'e  situation?  Have'  one'  girl  in 
charge  of  the*  otfiee'  e-ach  pe'riexl  of 
the-  day.  'I'liis  could  Ix'  during  he'r 
study  |X'riixl.  la'I  her  take'  the'  ma¬ 
te-rial,  work  on  it,  and  Ix-  re-sponsible- 
for  it  .A  regular  foini  could  Ix-  iise-d  to 
show  the*  amount  of  work  e-ai  h  girl 
dfx-s.  'Hie-  form  should  contain  such 
information  as  kind  of  job,  wlii-ii  dm-, 
nimilx-r  of  copie-s  wante*d,  who  did 
the  work,  etc.  You  should  che'i  k  the- 
fini.she'd  work  and  the-  form  be-foie  it 
le-ave's  the-  offiee-.  Ke-e-p  your  forms  on 
file,  and  if  you  think  your  slude-nls 
are  Ix'iiig  e-xploiti-d,  show  the-  forms 
to  your  principal.  'loge-thei  you  two 
should  lx-  able-  to  come'  to  an  agiee- 
ment  as  to  how  iiiue  li  work  should  Ix' 
done'  during  the-  ye-ar. 

As  to  work  for  other  fae  iilty  iih'iii- 
lx*rs,  have  this  kind  of  work  go 
through  the*  hands  of  your  prine-ip.il. 
Yoiill  Ix'  sur]irise-d  how  many  faculty 
me'rnix'rs  cun  find  time-  to  do  tlie-ii 
own  work,  and  how  fast  your  copy 
will  improve*. 

l  o  me-,  a  business  le-.ie  he-r  has 
an  e-xe  elle-nt  op|xirtuiiity  to  e-stablish 
rappeirt  Ix-twe-e-ri  the-  community  and 
the-  se  liixil.  A  gexxl  rap|X>rt  Ix-twe-e-n 
your  community  and  your  de-partim-nt 
is  your  lx*st  form  e>f  advertising 
IJtili/c  e-ve-ry  angle-  and  every  eippeir- 
timity.  Don’t  fe-e-l  sorry  for  yexirself, 
'fake  the  situation  and  work  it  to 
yexir  advantage  and  to  the*  aelvantage- 
of  your  students 

Jam.  Kai.y 
lh‘9  MtHuft,  Iowa 
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BULLETIN  BOARD  MATERIAL 
Th«  MMnIng  o<  •  Dollw  an  Hour ...  Dictating 
Machinaa  Poatar.  Iiplalna,  lllualrataa  now  typo 
dictation  machina  that  ovarcomoa  otolactlona 
to  machina  dictation.  Includaa 
dlacuaalon  quaotlona. 


TYPING  TESTS 

Dictation  Machina  Tranacrlptlon  Mada  Eaalar. 
Foldar.  Contains  practical  typing  apaad  and 
accuracy  taota.  Simpllflaa  tha  chacking 
procaaa.  Contains  rough  draft  copy  of 
longhand  and  typad  matarlal  for  putting 
Into  final  form. 


METHODS  OF  TEACHING  TRANSCRIBING  MACHINES 

Gulda  to  practical  taaching  obiactlvas  and  I 
mathoda.  Ciplalns  latast  sclanttflc  davalopmants  / 
ambodlad  In  Comptomatar  Commandar  L- 
dictation  machina.  Discussas  laval  of 
achlavamant  that  can  ba  attalnad.  Outllnas 
taaching  program. 


4 


FIVE-LESSON  MANUAL 
Dictation  Machina  Oparatlon.  Flva-lasson 
taitbook.  Givas  stanographic  studanta 
acqualntancashlp  skill  with  tha  transcribing 
machina.  Usa  with  pra-racordad  baits  of 
dictation  prsparad  for  mailmum  looming  with 
minimum  practica— amploys  tha 
approntlcashlp  mathod,  fraas  taacnaro 
tor  othar  dutlas. 


You  preparG  students  for  quicker  placement  and  faster  on  the  same  machines  they  will  use  in  their  office 
advancement  when  school  training  is  like  actual  office  jobs.  These  texts  were  prepared  by  Comptometer 
practice— and  that's  exactly  what  these  practical  texts  with  the  cooperation  of  the  Foundation  for  Business 
are  designed  to  provide.  With  these  four  texts  your  Education.  Help  your  students  and  help  yourself— 
students  encounter  everyday  business  requirements,  mail  the  coupon  todayl 


pxbometer 


^^^rporstion  ^ 


BCTTKn  l=«OOU»CTS 
TO  aCTTKn  HtUSIlMCSS 


BUSl.NESS  EUUC.\TIO.\  WOKLU 


N«w  CMapfMMfbf  CaitMMtk  •>  WerM'i  fMta*! 
way  to  fi|wro  .  .  .  new  tottoi  than  avor.  Try  it 
fraa  00  yoor  own  work.  Mall  coupon 


ComptooMtor  ComptocrapO  "IlOM"  -  with  nqw 
multiplicattoo  kay  mora  foaturat  than  any  othar 
10-kay  liattnp  mochtna  Try  It  fraa 


Comptomwtwr  Corporation 
1705  Maithfitid  A*t.,  Chicago  11,  III. 


Ganllaman:  Plaata  tand  ma  your  Fraa  Taach- 
•ng  Alda  aa  Chackad. 

in  2  3  4j 

□  Sand  Taaching  Aida  on  COMPTOMETER 
Adding-Colculaling  Machina 


Zona _ Stota 


City 


School 


4 


NEWS  SPOT  LIGHT 


Report 


NYU  President  Cites  Shortage  of  Qualified  Students 

.  .  .  in  teaching,  nursing,  and  the  sciences  as  a 
warning  against  complacency  in  current  educational 
thinking.  This  problem,  said  Carroll  V.  Newsom  in  his 
annual  report  to  the  NYU  board  of  trustees,  has  been 
obscured  by  the  publicity  given  to  the  potential  enroll¬ 
ment  pressures  of  the  1960's.  Secondary  schools,  he 
said,  must  give  more  attention  to  college  preparation. 

He  suggested  that  one-  and  two-year  programs  be  created 
beyond  the  high  school  to  develop  special  skills  and 
to  screen  out  students  unqualified  for  further  studies. 
"The  university  of  the  future  will  move  strongly  toward 
academic  programs  stressing  more  basic  studies."  Higher 
education,  he  said,  is  approaching  the  status  of  mass’ 
education,  and  the  colleges  must  ready  themselves  to 
serve  the  diverse  needs  of  students  on  a  mass  basis. 


Delta  Pi  Epsilan  Ta  Evaluate  Films 

.  .  .  and  filmstrips  on  business  subjects.  The  evalua¬ 
tion  will  be  made  by  business  teachers  throughout  the 
country  at  clinics  sponsored  by  Delta  Pi  Epsilon  members. 
The  findings  will  be  combined  in  an  annual  release  that 
will  be  available  to  business  teachers  generally. 
Chairman  of  the  National  Film  Evaluation  Project  is 
Frank  W.  Lanham,  of  the  University  of  Michigan,  Ann 
^rbor. 

The  purpose  of  the  program  is  to;  (1)  provide  business 
teachers  with  a  written  evaluation  of  films  and  film 
strips  used  by  business  classes;  (2)  help  teachers  to 
use  visual  materials  more  effectively;  (3)  provide 
business  teachers  with  the  opportunity  to  participate 
in  the  evaluation  of  visual  materials  used  in  business 
classes;  (4)  develop  further  the  criteria  and  metho¬ 
dology  used  for  evaluating  business  films  and  film 
strips;  and  (5)  provide  one  organized  listing  of  films 
and  film  strips  that  might  otherwise  be  overlooked  by 
business  teachers. 


Lwft-Handednass  Is  Increasing  in  U.S. 

.  .  .  according  to  Eric  A.  Enstrom,  whose  eight-year 
study  won  him  1957  award  of  Handwriting  Foundation. 
Eleven  per  cent  of  our  school  children  are  left- 
handed  today,  he  said,  compared  to  the  4  to  8  per  cent 
previously  estimfited.  He  declared  the  increase  was  the 
result  of  a  growing  tendency  to  allow  left-handedness 
to  develop  naturally.  Attempts  to  force  a  change,  he 
said,  can  cause  serious  psychological  disturbances  in 
persons  whose  hand  preference  is  inborn  as  the  result 
of  "twinning" — mirroring  of  an  unborn  right-handed  twin. 
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PEOPLE 


•  HolM'rt  F.iiil  li.i%  rc- 

his  l‘h.l).  frniii  Ohio 

I’liivi  isity,  (’ohiiiihos  Umlri 
(,'harh‘s  H.  links,  In*  <l«‘\rlo|n-il  his 
thi'sis,  "All  Analysis  of  ihr  W’oik  of 
thf  I'lisl-IaiK-  OHio-  .SiiiMTvisoi." 

DiK'tor  Striiih.ioKh  is  fiini’iilly  an 
assistant  professor  of  hnsiness  at  In 
(liaii.i  St.ite  ( !olle((e.  i«Mr<'  ll.iiiti*.  lie 
fornieily  taiiuht  at  Miami  Univeisity, 
Oxforil,  Ohio. 


•  rhoinas  L.  l•'oster  has  leei'iveil 
Ins  Ktl.l).  ilej^iee  fioni  the  Universitv 
of  Nebraska,  laneoln.  His  ilisseitatioii, 
".\n  .Analysis  of  the  l'iep.ir,ition  .mil 
( !eitifi(  .ition  of  .Seeonilary  .SehiMil 
Ifnsiness  I'eaelieis,"  ss.is  vsiitten  miller 
the  iliieetion  of  K.  W’.iyne  IIoiim'. 

Noss  assist.int  professot  of  hnsiness 
eilnration  at  l.on^  fteaeh  (( !,ilifornia) 


'rnovi  ss  1,. 

.  .  .  I.iiiroln  lit  Ia>uh  hiuult 

•State  (!oll^e(4e.  Dim  lor  I'osler  tani^ht  at 
i'.mhanille  \  M,  ( !olle((e,  (;immI- 
well,  Oklahoma,  for  four  yearn,  lie 
Is  a  iiiemlM-r  of  NH'I  A.  I’HKA,  Moon* 
tain-i'laiiis  HKA,  N'ehi.iska  BK.A,  ami 
Delta  i’i  Kpsilon. 


•  |ohn  H.  (an  reieiilly  leeeiveil  his 
I'll  1)  decree  from  Stanfonl  f  ( 'ah- 
foini.i)  I 'niversity .  His  thesis,  ‘“I’he 
( !oo|>«‘ralive  .Market  n|{  of  Almomls," 
.m.ily/anl  the  m.irkelniK  |miIii  les  of 
the  ('ahfoinia  AlmomI  (Growers  Kx- 


F  ■  .4 


ADJUSTABLE 


DO  THE  JOB  RIGHT! 


Study  ha»  proven  thot  BOTH  th«  choir  and 
tobl*  should  b«  ADJUSTED  to  fit  the  individual. 
SEMCO  ALL  STEEL- School  and  Office 
Equipment  saves  you  money  while  it  offers  correct 
typewriter  height  from  26  to  2916  inches. 


ALL 

STEEL 


No.  102 
Drop-leof  Stand 


ADJUSTS  AS  EASY  AS  DIAUMC  YOUR  THfPHOHl! 


Just  a  simple  turn  of  the  REMOVABLE  crank 
otsures  proper,  positive— locking  typewriter 
bed  height.  The  choir  alone  connot  assure 
typing  eose  and  improve  typing  techniquel 
BE  MODERN...  USE  SEMCO'S  ADJUSTABLE 
TABLES  ond  STANDS  I 


tedi’brMAert  A/m-ttreTtSiefl  AH-M-N-N 
SCMCOII 


No.  101 
Typing  Toble 
Write  for  TREE  Illu$traf9d  Eo/der 


SEMCO  SALES 


PINKLLAS  INTERNATIONAL  AIRPORT 
ST.  FKTERSBURO  e,  FLORIDA 


WORLD'S  FIRST  TRUE  ABBREVIATED  LONGHAND.  SYSTEM! 


It  Vini  ('•lii  %%ri|r  I  \«iii  I'.tii  iVrilt*  llri*‘th«tnd! 


A  revolutionary  noietjkmg  system,  providing  speeds  up  to  120  WFM  end 
using  only  the  26  lettets  et  the  jlonghend  elphebct,  BRIEFHAND  is  ideel  tot 
the  eaecutive,  student, |  housewife,  end  office  worker  elike  Eesily  written 
with  pen  or  pencil,  ejren  greeter  speed  cen  be  obteined  when  writing  i 
BRIEEHAND  with  eny  tonventicnel  typewriter. 


ALLIED  PUBLISHERS,  INC. 

CRNTRAl  MOO  **  ilMCOlN  AVI 

eoanANo  s,  oeiooN  chicaoo  >s.  tutNOtt 

fO  \^%€C 

O— Heenw  Reese  ser*e  me  lAe  tellewtef  beehU)  ter  tO  eeys*  Sree  heminelien, 
et  Ote  e«e  et  wtncA  Nme  I  wiM  e«V  R**  *'**eR  P***  <!•**  ehrs  e  tew  cents 
melten  ctterpee,  er  retvre  tbe  beekUt  wttbeet  eblnsttee 

□  CetSer  MNRtANO.  teeic  Ceuree  (90  lesceeci  » 

i|Ue4?  ter  Immreutr  ebtemreti 

□  CerSer  OOMRSAteO.  Cemelete  CmwM  (90  leceetwl  $9  99 

tOeeAr  tor  Milemret  ee  Nt>«rmb*r  IB,  IMTi 
□  level  N  yew  cbeeh  here  ertO  ewdece  eeymewt,  evbiteber  wW  pvf  meMtof 

Meme  Itbeel  - 

lebtem  Tieglit  AiOmi  - 

City  _  lem  Itete  - - - 


chengf*.  It  was  written  under  tfie 
direction  of  David  A.  Faville.  D<x-tor 
Clox  ii  currently  chairman  of  the  de¬ 
partment  of  huiiness  administration 
at  Sacramento  State  College.  ‘ 


GROUPS 


•  Th«  Southern  BEA  has  an¬ 
nounced  the  full  schedule  for  its 
1957  convention.  The  three-day 

meeting  will  l>e  held  Noveinlx*r  2H 
to  .30  at  The  Brown  Hotel,  LioiiLsviUe, 
Kentucky, 

SBKA  president,  Harry  Huffman, 
Virginia  Folytechnie  Institute,  Blacks¬ 
burg,  will  preside  over  the  general 
activities  of  the  program.  The  usual 
divisicHial  and  discussion  group  meet¬ 
ings  will  lx*  lield  during  the  la.st  two 
day*  of  the*  convention. 

IncTiided  in  the  activitii's  will  Ik* 
the*  Soiitheni  Begional  mc'cting  of  the* 
UBKA  Heprc'sentative  Assembly, 
under  Dorothy  I..  Travis,  UBKA 
president.  A  spcxial  Delta  Pi  Epsilon 
luncheon  will  lx*  held  Novemln'r  20, 
spon.sored  by  tlie  Nu  chapter,  Uni- 
vc*rsity  of  Kcmtiieky.  Tlie  fc*atiir«*(l 
spc'aker  will  l»e  Frank  C.  Dickey, 
prc*siclent  of  the  University, 

Events  will  Ix'gin  on  VVc*dnesday 
c'vening,  Novemlx*r  27,  with  u  mc*ct- 
ing  of  the  .SBEA  exec-iitive  iMuird 
Begistration  Ix'giiis  at  8:(K)  u.m.,  No- 
vemlHT  28.  The  rcMiiainder  of  the- 
schc'diilr  is  as  follows: 

'Im  nsDAS,  Noxkmhkh  28 
8:00  ii.in.—ll lil'.A  C/n/>  Hreakfast. 
9:4.5  a.m.— l//f/'’A  Hrfni’srtitatit  r  As- 
Ht’mhit),  Southern  Begional  meeting, 
presiding,  Dorothy  I,.  Travis,  pri*si- 
clent,  of  University  «»f  North  Dakot.i, 
errand  Forks. 

10:.30  a. III. —Tour  of  Exiiihits. 
4:.30-.5:.30  p.in.  (>//iei<i/  Hercfttiou. 
7:(K)  p.in.— Fc7/ouv/iip  Diiiticr:  pre¬ 
siding,  Harry  Huffman,  prc'sident,  ol 
V'irginia  PolytcH-hriie  Institute,  Blacks- 
hnrg;  toastmaster,  Thc*<Klore  WchkI- 
w'ard,  fiist  vic-e-prc-sidc-nt,  of  Cc*orge 
PealMNly  (aillc-ge  feir  TcMchers,  Nash- 
xilh*.  Tennessc*c*,  iiivcK-atioii,  X’ernon 
A.  Miisselrnan,  University  of  Kc*n- 
tuc-kv,  la-xington;  wc-lc-ome,  Ethc*I 
PicN-k,  liK-al  t-hairinan,  of  Ahrc'iis 
Trade  High  School,  Eoiiisvillc*;  key¬ 
note  spc'aker,  Charlc-s  B.  McFc*c*, 
Automotive  Trade  .Assex-iation  of 
Virginia;  address,  “Die  Many  Hats  in 
Human  Relation*.** 

Fbiday,  Novkmhkr  29 
7:4.5  a.m.— FBFA  Hu-akfast. 
9:(K)-10:.30  a.m.— Fir.rt  General  Ses¬ 
sion:  pre^siding,  Harry  Huffman;  rc- 
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BUSINESS  EDUCATION  WORLD 


UP  COES  I 

EFFICIENCY  \ 

in  classroom  or  office! 


CLEAR-yiE^ 
COPYBOOK  HOLDER 

holds  all  sizes  and  types 


of  top-bound  booki 

RtlMvM  ay*  •liom,  ftntion;  premelrt  occwacy 

I  I  It*  I  I*  tilt:  (ill  oil  doiki.  ptovidot  (•' 
•oty  ilorogo 

•  Too  coMvantMl  woovti  tof  pool  #•  paociU 
Will  not  "«olli‘'^o((  doik 
^  Ait'oclivo  colon  igrtoo,  browo,  liofy,  oit-oiolo' 
gray) 

y  kmeolli  lyrfoco  pievidw  toty  cloooiog  ood  boi 
•noiiioul  oppooionca 

y  Contlfuctad  of  long-loiliog,  rtioforcod  polytlyiant 


ploitic 

pticn 

l-ll  Copybook  Holdtn  $2  00  oocK 

I2-4S  Copybook  Holdon  .  I  75  oo<( 

49- M  Copybook  Holdon  I.M  oork 

97  ood  Moro  .  1.50  oock 

Cricoo  (.0  ■  Sofl  Diogo,  ColHorolo 


CLEAR-VIEW  COMPANY 

Oopt.  ■,  2227  7ofo  St..  Son  OUgo  4.  Com 


M.  H.  RHODES,  INC. 

34  toitbolomow  Avo. 
HAIT90ID  4,  CONN. 
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spoiiM',  .Muku*  Ixtf  Work,  University 
(.MLssi.s.Mppi)  HikIi  Si-IkhiI;  siM'uker, 
Holiert  E.  Slaughter,  (wefUt  Pnlilisli- 
ing  Divksioii,  .Mc<>ruw-llill  ItiNtk 
(^uinpany,  New  York;  siihjei-t,  "New 
Devehipinents  in  Scienee  aiul  Bu.sines.s 
Education — a  L(M>k  into  the  Kutuie.'* 

10:45  a.rn.  -  12: 15  p.m.  —  Divisional 
Sleetin){.s. 

Serunufartj  Schtiois:  executive  Iniard 
liaison  oHiccr,  Lucille  hranscoinh, 
chairiiian,  Margaret  Holliday,  (ion- 
way  (South  (iarohna)  IIikIi  Sch«K)l, 
asst,  chairman,  Mary  Elh'ii  Smith; 
si'cretary,  William  Warren;  s|M*aker, 
James  Dollard,  IBM,  New  York  (iity; 
suhject,  “.Automation  anti  Electronic 
(iomputers  in  MtMlern  Business  and 
rheir  Si|{niHcanit‘  ftir  Educators.” 

Friiatr  hiisiiu'xs  .Sr/ioo/.v.  l  aison  ol- 
iicer,  .Miltlrt'tl  Bradin^,  chairman,  W. 
1).  Batehlord,  jr.,  Evans  (inllene  of 
( iommt‘rc<‘,  (ioncord.  North  (iarolin:i; 
asst,  chairman,  Milo  Kirkpatrick,  jr.; 
secretary,  Mrs.  B.  .A.  Evans,  speaker, 
B.  D.  ( i<M»|)er,  South-Western  Biib- 
lishin^  (.'ompany,  Ciinciimati;  suhj(‘ct, 
"Wh;it  Busint'ss  K.X|M-cts  ol  a  Benin- 
iinn  Ollice  Worker.” 

12;.iO-2;I5  i>.m. -Jh'lta  J’i  F.psilin 
/.loif/ieoM.  pn-sulina,  V'ernon  .A.  Mus- 
selman;  siicaker,  I'rank  ('•.  Dickey, 
suhject,  “I'he  Brood  Biolessitin.” 

2:’lO-‘L45  pin.— Sectional  Meetings. 

Htisir  Hii.fint'.sn:  liaison  oHicer,  Boss 
(,’.  .Anderson,  chairman,  James  W. 
Ltiyd,  University  ol  Elonda,  (laiiies- 
ville,  asst,  chainnan,  Dorisse  (Garri¬ 
son;  secretary,  Eva  Biisst'll,  motlera- 
tor,  Bussell  N.  (iansler,  panel.  Sue 
Waddell,  Martha  Hill,  ().  B.  Sutton, 
and  Baul  Must*,  siihject,  “rt‘achinK 
Basic  Busint*ss  m  an  Atomic  A^e.” 

C'.lvruaf  Vratticc;  liaison  oHicer, 
I'olly  Sepulv:itlo;  chairman,  Sara 
.Andet still,  .Matlison  (iolle^^e,  Harris- 
onliurK,  \  ir){mia,  a.sst.  chairman,  VV'il- 
liam  Bonner,  secretary,  (iarrol  Wa^- 
;j;oner;  sjieaker,  I'eter  L.  Akucw,  New 
York  University;  panel,  BoU'it  (Chap¬ 
man,  Frank  Bus(.-h,  .Mary  MarKaret 
Bratly,  and  Wayne  House,  taihject, 
“Future  Developments  in  (Glt'rical 
Bract  itv.” 

Athnimsirntutn  utuf  Si/fu'ni^otr 
liaistiii  oHicer,  Maxie  l.ee  Works;  chair¬ 
man,  Ernestine  Melton,  Adult  A'lna- 
tional  Schtiol,  (.'oliimhus,  (Geor){ia; 
asst,  chairman,  Maliel  Baltlwin,  .sec¬ 
retary,  Frances  W'imkI;  intMlerator,  D. 
D.  lycssenlierry;  panel,  J,  Frank 
Dame,  Buhy  Baxter,  Baul  M.  Boyn¬ 
ton,  Sister  .M.  Alexius,  O.B.,  and 
•Mary  Alite  WittenlierK:  suhject,  "Bro- 
lerns  Arising  frtmi  the  Jet  anti 
Atomic  Ane." 

Priiate  HtinirwHM  ScIkhAh:  chairman, 
W’,  D.  Hatchftird,  Jr.,  Evans  (.'ollet<e 
of  (Gomnwrie,  Uonctird,  North  (Caro¬ 
lina;  asst,  cliairman,  Milo  Kirkpat- 


>at  litHe  more  than  the 


price  of  some 
hand-operated 
machines 
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ModdI  76  Mork  11  offdrt  all  thid.  pfwi  now 
dnginddring  improvdmdntt  .  «  •  Ot  o  pried 
that  can't  bd  motchddl 
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riik,  Jr,;  M-tiHary,  Mr».  H.  A,  Kvatis, 
iiKxIi'rator,  W,  I).  Hatctilord,  Jr,; 
puiM'l,  M,  O,  Kirkpatrick,  (Jiark'k  K, 
Palmer,  and  B,  W,  DaM  li,  Mdijcct, 
“Vnmrt‘%%-  Till*  l•'nlllrl•  of  tin*  Bii^i- 
Mi**ii  Si'ImkiI,” 

p,m,- Si*<1ional 

Htutkki'i'piun  atul  Arettuntinff:  l,a- 
iMMi  oHicer,  Vanci*  I  ,  lattlcpilin,  i  liair- 
maii.  A,  (1.  Mcllvaim*,  Kantcrn  Ken* 
lucky  State  ( aille({e,  Hiclimotid,  asst, 
cliairman,  H.  .N'orval  Carrelt;  wite- 
lary,  Kl/a  Ann  Davis,  s|)i*akei,  B.  B, 
Billiards;  iii(Mli*rat<ir,  Max  B.  (!ar- 
rill^t(Hl;  panel,  Janies  I,.  Overton, 
Jolin  (>il>vin,  Mar^aret  Sliertill, 
MarRaret  Ornniley,  and  Bosalea  Mil¬ 
ler;  sidiject,  "How  We  Teacli  Ac¬ 
count  in((.'’ 

Sfcri'taruil  l‘rartUf:  liaison  officer, 
Nora  (>oad;  ciiairinaii,  Don  ftei-si*, 
University  of  Tennessi'e,  Knoxville, 
asst,  cliairinan,  Bonnie  .Nicliols,  si*c- 
letary,  Kiiilli  Mnikey;  s|N-aker, 
(diaries  K.  /onla'k;  moderator,  Don 
Beesi*,  panel,  All>i*rta  Anderson, 
Belly  BiMitli,  l.ncy  Boliinsoti,  and 
Dorothy  'Iravis;  snlijei-t,  "'Mie  Melli- 
(Mioloity  of  Sliortliand.” 

7.0<Mf,;J0  ji.m.  Annual  haiufiut; 
presiding,  Harry  Huffman,  speaker, 
(ail  Bay  Meites,  (livil  Air  I'atrol  of 
till*  United  Stales  Air  Korci*;  direc¬ 
tor,  .ScIkniI  and  (ailli'^e  Serviii*, 
United  Air  I.ines,  (lliicaKo,  sniiject, 
"I  fori/.oiis  Unlimited  " 

SaTI'KIIAV,  \||\  KMHI- II  dli 

♦f;(M)-IO:.'J()  ».iu.-~l)is(  u/ntion  (^nnifis: 
co-ordinator,  Z.  .S.  Dickerson,  second 
viis'-presidenl,  SBKA,  of  l•’lorenc^■ 

(  Alaliama)  .Stale  Teachers  (ailleue 

(•roup  I,  Mvftinn  Standards  of 
liusinoss  in  Hnsinrss  Toarhinn:  liaison 
offid-r,  Maria  (!nlp;  chaiiinan,  .\rthiir 
U.  Walker,  Stale  Department  of  1^111- 
calion,  Bichmond,  N’iruinia,  consnil- 
ant,  Milo  Kirkpatrick,  Sr.;  panel, 
Wilson  Ashhy,  B.  Herinan  Wri;4ht, 
Bay  J,  West,  Nellie  Ward,  anil  Sister 
M,  Th«*ri*s<*. 

(!ronp  11,  ('.uulatuT  in  Unsinrss 
/'.diu  ation  tit  Mi'ot  Tinlai/s  VntltU’ins: 
liaison  officer,  Sara  Anderson,  chair¬ 
man,  A.  J.  laiwrencr*.  University  of 
Mississippi;  tsinsnllant,  KIvin  S. 
KysliT;  panel,  Bi*renice  laivan,  (’arl 
B.  Savage,  Bnlh  la-e,  Nora  (hiad, 
and  Biith  (airier. 

(hoiip  111,  Tlu  VhiUtsofthtf  and 
Oltfriavt's  of  liuJiinoss  Education'. 
liaison  oflic(*r,  John  T.  (•immi,  Jr.; 
chairman,  John  H.  .Mooiinan,  Uni¬ 
versity  of  Ulorida,  (hiines\ille;  coii- 
siiltanl,  Peter  I.  .\Knevs ;  panel, 
Maiidie  Cook,  Herinan  (•.  Knterliiie, 
(dadys  Peck,  William  Priit*,  and  Wil¬ 
liam  Warren. 

(•roop  IN',  The  Challcnut’  uf  the 
Jct‘Atomii'  Aup  to  Husitu'ss  Teacher 
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Lduratiim.  liaison  officer.  Boss  t'.. 
Anderson;  chairman,  Howard  Norton, 
I/iiiisiana  Sl.ite  U'niversity,  Baton 
Bolide,  ciinsnitant,  J.  P'rarik  Dame; 
panel,  FTria  Sanders,  Both  Bruner, 
Bil  liard  (daiiton,  W.  Harmon  Wilson, 
Bussell  Johnston,  and  Jeffrey  B. 
Stewart. 

C>roup  V  ,  t'sinn  (’(ttntnunit  ations 
in  Totlau's  Witrld:  liaison  officer, 
N'aiice  Littlejohn,  chairman,  Alton  B. 
Parker  Idles,  (h*orKia  .Stale  (,'olle^e  of 
Business  Administration,  Atlanta; 
miMlerator,  Vernal  H.  (!armichael; 
panel,  Hiilda  Kralh,  Zi'iiohia  'lye, 
Kllen  Mimhc,  Boliert  L.  Howard,  anil 
.Marguerite  (#riffin. 

1(1:15  a. III. -12. (Hi  iuniii- Cenerii/  .Ses¬ 
sion;  presiding,  H.irry  Huffman; 
s|>i-aker,  VIervin  K.  .Strickler,  Jr.,  di- 
reitor  of  aviation  education,  (,ivil  .\ir 
I'atrol,  U..S.A.I'.;  siihjeit,  ".New  anil 
Powerful  Influences  on  Business  h.ilii- 
calion";  moiicrator,  L.  .Millard 
Collins;  p.inel,  W.  I'lewellcn, 

Mervin  K.  Slriikler,  BoIm'iI  Kane, 
.mil  .Mrs.  Walti'r  Beech. 

PrcM'iilation  of  new  officers,  state 
icpiesi'nlatives,  and  divisional  and 
si'itional  officeis. 

Other  activities  that  will  take  jrlace 
durini;  the  convention  iniludi*.  Ken- 
Intky  ()|M*n  House  ( .Noveinl>i*r  2S, 
(i:  1.5- 10;  1.5  pin.).  Teachers  (aillene, 
('olumhia  University,  Midni^'ht  Sup¬ 
per  (NoseinlM't  20,  1 2. (Hi  inidniKht), 
and  a  itroiip  of  s|M'cial  hreakfa.sts 
s|Hinsored  hy  (ieorn**  PealaHly  College 
for  Teachers,  liidiaii.i  University, 
.New  York  University,  University  of 
Mississippi,  and  liiiiversity  of  'ren- 
nessii*  (.Novemlii'r  .50,  7:1.5-8:45 

a. III.). 

Compliinentaiy  U.  S.  .Nir  P'orci* 
oi  ieiitation  flights  W'ill  Im*  availahle  to 
all  who  attend  the  convent  on.  Beser- 
vations  lor  the  one-hour  IliKhts  should 
Ik-  made  with  Lucille  Branscoinh, 
Business  Kducation  Department,  State 
Teachers  (iolli'Ke,  Jacksonville,  .\la- 
hama,  wiite  Iwfore  Novemln'r  10. 

•  rhe  New  Kurland  Busini'ss  Pal- 
iiiators*  .Association  will  hold  its  fifty- 
fifth  annual  convention  at  Manchester 
(C!onnecticut)  IliKh  SchiM)l  on  No- 
veinlN't  2.5.  Section  meetings  will  lx* 
held  in  B<Mikkeepin(4,  SiK'ial  Busini'ss, 
and  Offiis*  MethiKls  and  Prai'tiii*s. 
rhe  |.oinmittee  in  charge  of  arrange¬ 
ments  is  headed  hy  la'Boy  Brendel, 
West  Hempstead  (.Ni*w  York)  lliuh 
Si'hiMil,  presidi'iit  of  the  assiK'iation. 
In  charge  of  the  res|M*ctive  section 
ineetiiiKs  are  Mrs  Liu-y  D.  Medeiros, 
VN'illiam  P'.  Clynes,  an<l  Stuart 
1  )unhar. 

•  llie  .New  York  B 1  .\  w  II  nn*et 
NovemlM*r  I  and  2  at  the  N’an  Cairh*r 
Hotel  in  Schenectady.  PVatured 


s|M*akeis  at  the  wetion  m<‘<‘tin(4.s  will 
lx*  N'ern  P'risch,  N<*w  B<x-helle  lli^h 
ScIkxiI,  and  James  Meehan,  Hunter 
(iollege,  .New  York.  Students  from 
Alhariy  State  'Feachers  College  will 
also  discuss  audio-visual  aids  and 
materials. 


SCHOOLS 

•  Pi  Ornefja  Pi  has  announced  the 
installation  of  four  new  chapters  and 
the  rear-tivatioii  of  a  fifth.  'Fhe  new 
chapters  arc*: 

Delta  Delta,  .Michigan  State  Uni¬ 
versity,  P^ast  Lansing— ninet(*en  mem- 
Ix  rs  were  initiated  as  charter  m«  inlx-rs 
hy  installing  offici-r,  James  Blanford. 
national  vice-presidc'iit.  Sponsor  of 
the  group  was  1).  L.  (airmichael,  who 
has  Ix'C'ii  siictec-ded  since  the  instal¬ 
lation  hy  .Alice*  .M.  Harrison. 

Delta  P'.psilon,  Nortiu'rn  Illinois 
Slate  Colh-gc*,  Dekalh-Mnia  Johnson, 
past  national  president  was  installing 
officc-r.  Tlx*  chapter  sponsor  is  J.  H 
.Nelson. 

Dc-lta  '/eta,  Southea.st  .Mi.ssouri 
Stale  Colh'ge,  Ca|x*  Cirad«*au— tlx* 
installing  officer  was  Balf  J.  'I'homas. 
national  c*ciitor.  Malx*!  p'.llis  is  sponsor 
of  the  chapic'r. 

Dc'lta  P-ta,  University  of  Detroit  — 
.Norman  Kalins,  national  trc*asurer, 
was  tlx*  installing  officer.  P'IwimmI 
Diyinan,  lx‘ad  of  tlx*  clepartiix*nt  of 
hiisiix'ss  education  and  s<*cn‘larial 
scic*nc«*,  is  tlx*  sponsor  of  tlx*  chaptc*r. 

rlx*  chapter  to  lx*  rc*ai1ivatc*d  is 
Iota,  at  ,Nortlx*rn  Stale  'rc*achers 
(!ollc*gc*,  .Alx*rclc*c*n,  .South  Dakota. 
The  installing  officer  was  Hiilda 
\'aal«*r,  national  organi/.t*r.  I'lx*  chap- 
lc*r  sponsor  is  B.  Dahl,  lx*ad  of 
tlx*  dc*partnx*nt  of  husinc*ss. 


OtNiRAL 

•  .A  twelve-ceiit  ainnail  stamp  h.is 
Ixen  issuc*cl  hv  the  govc*rnmc*nt  of 
Uuha  to  honor  John  Bolx*tt  (iregg. 
Ilx*  green  stamp  fe*ature*s  a  (xirtait  of 
the*  founder  of  (•ri*gg  Shorthand,  his 
name,  and  the  clate*s,  18B7-U)48.  it 
will  have  a  printing  of  .5(H),(HHI. 

•  A  s|M*cial  e*ducational  film,  “Se*c*- 
tion  Hi,”  has  Ixen  pre‘pare*cl  hy  tlx* 
WVstinghousc*  Broadc*a.sting  Oompany, 
Inc*.,  to  salute  the  cente*nnial  year  of 
NP'.A.  The*  l.'P'i-miniite  film,  narrated 
hy  Baymond  Massc*y,  traces  the*  his¬ 
tory  of  public  e*ducation  in  this 
c-ountry.  It  will  lx*  offere*d  to  Ifi,(KH) 
sc*lxM)l  administrators  thrcxighout  the 
United  States. 


businp:.ss  kducation  wobld 


AHKASSAS  Hl'.A  rxt'rntnr  hixinl 
tni't-ls  to  ftlan  jnoffrani  for  state  con- 
vention  in  lAttle  li<Kk  front  Sm^eniber 
7  to  H.  Left  to  ri^ht:  Mrs.  (ieraUltne 
Atrhinson,  Mrs.  Ethel  Hart,  Huhy 
ertHtm,  Mrs.  Herniee  Crauford,  and 
Inez  .Martin.  Invited  sjH’akers  are  H. 
(I  E.nterline  aiul  /  E.  Silverthorn. 


IOTA  CHAV TEH,  Vi  Omena  Vi.  is 
reactivated  at  \ortliern  State  Teachers 
Collene,  Aberdeen,  Sooth  Dakota.  In- 
stallion  officer  teas  Holda  Vaaler,  na¬ 
tional  ornanizer  (siandinn,  left). 


Ml  HILL  (7/K’OS7  .\  tests  l  inb  r 
n  ihkI  poitable  she  n  on  in  annnal 
Tiflien  liter  .\rt  Contest  spoiisoied 
by  Jnitns  S'clson,  Ifaltiinore,  Mary¬ 
land  Miss  Ciinista,  a  student  at 
Mary  .Kcaileniy,  Hudson  ,  \’(  k 
Hanip.shire,  tyjied  portrait  of  :\bia 
ham  Lincoln. 


canwni 


eye 


SIX  OEA  SCHOIAHSHIV  ninners  are  con- 
nratnlated  by  education  officials  of  Sen  York 
City.  In  the  front  ron  (left  to  rinht)  arc:  jndith 
Clayton,  Hicliinond  Hill  H.  S.;  Alice  A.  Xena¬ 
kis,  Hay  Hidn*'  H  S.,  Uremia  Vreniet,  Setc 
Ctrecht  H  S.,  .■\nne  Dooley,  liryant  H.  S.; 
Vhyllis  Di  Donato,  Central  (Uiinniercial  H  S., 
and  Linda  Hesn  i  k,  Monroe  H.  S.  On  hand  to 
connratniate  them  aie  (back  ron  ,  left  to  rinht): 
Joseph  (Gruber,  William  Jansen,  Mrs.  ('lane 
linruoyne,  C.  Ereib’rick  Vert.sch,  .Maurice  D. 
Hopkins,  and  Earl  ('.  linnee. 
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N«w  10>K«y  Adding  Machine 

'I'wo  “n'gintrr*’’  (miuIiU*  the  "Du¬ 
plex”  10-key  u(ldiii|{  riiaehiiie  to  do 
the  work  of  two  rnaehiiM.’h.  'I'hes**  «tor- 
ii(4e  iiiechaMUiiiit  (M-rniit  the  o|M'rator 
to  add  or  xiihtraet  in  either  rt'^ister 
f«>r  xiK  h  johft  a«  deliitt*  and  credits  or 


Kalex  and  leliirtix;  <ir  in  Ixith  reKiKters 
siiiMiltaoeoiixly.  ax  in  payroll  work. 
One  re({iHter  can  Im'  iiM'd  for  Kroiip^ 
totals,  while  the  other  aiitoiiiatitally 
aceiiioulalex  a  total.  The  syiii- 

IhiIs  that  are  printed  on  the  lap«‘  to 
identify  tlu*  re^istt'r  action  have  Im'cii 
simplified. 

riie  new'  Duplex  lists  II  and  totals 
12.  Known  as  niiMlcI  IIIV2I,  it  is 
niannfactnred  hy  tin*  Moiiiih*  Oalcii- 
latiiiK  Machine  Company,  Inc.,  Or- 
ann»‘,  N.  I. 

Economic  Deluxe  Screen 

\  new  low'-pri<s*d  projf*t1ion  scr«H-n 
iMiasts  features  usually  found  on 
deluxe  iimmIcIs  only,  'I'he  liadiant 
I'ictnremaster  sirt^Mi  has  an  auto¬ 
matic  ("tiM‘-tip")  le^  o|M‘ninK,  mold<*il 
metal  handle,  and  a  metal  snp|>ort 
har  that  <‘xpoM*s  no  scrtHMi  fabric 
when  the  srrt'en  is  clos<*d. 

The  ^la.ss-lM’adcd  screen  is  rnadr* 
III  ei(iht  si/4*s,  from  'K)  hy  4(f  inches 
($IH.tf.5)  to  70  hy  70  inclu’s.  For 
furth«*r  information,  write  to  Milt 
Sherman,  itadiunt  MunufacturiiiK 
(airp.,  Fost  Offict*  Hox  .Vi  10,  Chicago 
HO,  III. 

Recorders  and  Record  Players 

rhe  “Scholastic”  line  of  ta|>e  re- 
isirders  and  retsird  players  has  Irerm 
cri'attnl  hy  HCA  for  use  iti  class- 
riNims,  auditoriums,  and  U'cture  halls. 
It  marks  the  Brm's  entrance  into  the 
eiliicatiorial  field. 

Hie  luKh-fidelity  ta|x*  recorder 
(A\T-1)  has  three  sp<*aker8  and 


{rush-button  controls.  A  two-8{)eed 
rt'cordt'r,  it  features  a  plug-in  recep¬ 
tacle  for  an  external  speaker  and  can 
Ire  iiserl  as  a  piihlic-address  system. 

The  {xrrtahle  rtorrrd  {rlayer 
(AV'K-1)  has  two  sfreakers,  hrur 
s|M*(*ds,  and  a  higluT  output  {Hrwer 
lliaii  crrmparahle  recrrrd  players.  It 
alstr  has  a  Boating  t<rne-ann  and 
rugged  crriistriiction. 

The  higli-fidelity  recirrd  player 
(AVH-2)  has  thre<’  s|X*akers  and  a 
range  of  .50  tir  20,(KH)  cycles.  It 
features  individual  hasr*  and  treble 
controls  and  a  floating  trrnc-arm.  It 
has  a  reinforced  s|r«-aker  grill,  ri'in- 
forced  corners,  an<l  a  scuff -resistant 
covering. 

I’nrcfiasers  of  .Mialel  AV'K-2  will 
Ire  able  to  obtain  a  one-third  saving 
on  single  orders  n|i  t«r  worth  of 
lit ’A  Vitlirr  educational  records.  I*ur- 
chas<>rs  of  Mmlel  AV^K-I  may  rrbtain 
a  one-thiid  saving  on  rectrrd  {rurchases 
ii|r  to  $'10.  For  further  inferrmation, 
write  to  Theatre  and  Industrial  Frinl- 
iicts  De|)artment,  liadio  ('orpoiation 
of  .America,  '10  liiK-kefeller  I’la/.a, 
.\ew'  York  20,  .\,  Y. 

Varsatil*  Copyholdar 

rhe  llan-Dr-e  Holder  can  hold 
almost  anything  that  resembles  a 
IwKik  or  a  sheet  of  pa|M*r.  .Made  of 
h<-avy  gauge  wire  and  finished  in 
brass,  it  features  a  coil  s|)ring  {rage 
holder  that  allows  easy  page  turning. 

rhe  Han-Dee  Holder  folds  into 


the  si/4‘  of  a  small  l><M)k.  It  retails 
it  $1.  For  additional  information, 
write  to  'I'he  Herald  Fnxiucts  (arm- 
{laiiy,  B<*x  14.5,  Mount  Vc^num,  N.  Y. 

N«w  Dictating  Machine 

.\n  .\ll-Furpos(‘  N'oiwwriter  that 
chies  "practically  everything  but  think” 
has  Ixfii  prrKluc'rd  by  McCraw-Edi- 
son  Company.  The  machine  can  la* 
made  to  handle  many  kinds  of  work 
by  simply  {dugguig  different  sets  of 
aett'ssories  into  it. 
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'I'he  machine  will  record  an  «*xecu- 
tive’s  dictation  at  his  d<‘sk,  at  home, 
or  in  transit.  With  another  attachnu'iit 
it  will  enable  his  sr'cretary  to  tran- 
scTila*  his  recording  into  finished 


tyfiing.  Wlien  hrarked  n{)  with  a  dial- 
teU'phone  syst(‘m,  as  many  as  2(1 
|M‘rsons  can  dictate  into  their  tele¬ 
phones  and  record  by  remote  C'ontrol. 
Tlie  machine  also  w'orks  with  Edison 
liictating  phones. 

For  further  information,  write  to 
N'oicewriter  Division,  'I'homas  A.  Edi¬ 
son  Industries,  M(<lraw-Edison  (^om- 
[)any,  .51  laikeside  Ave.,  West 
Orange,  N.  j. 

N«w  Products  at  a  Glance 

•  (du-Fen— a  hall-|)<iint  instrument 
that  dabs  a  s|)ot  of  glue  on  any  surface 
to  which  it  is  ap[)lied.  Holds  pa[X‘rs 
tog(*ther  iM-rmaiiently,  invisibly,  with¬ 
out  curling  edges;  water|>r(K)f.  Frice, 
$1.7.5;  r«*fills,  75  cents.  Made  by  (dn- 
Fen  (!or|)oration  of  V'irginut,  F.  O.  Box 
.502,  Hampton,  Va. 

•  Cado-.Marker— a  fell-tip  marking 
|a-n.  (du.s<‘l-sha()(*d  tip,  plastic  barrel. 
Fl«>-master  ink  adheres  to  most  mate¬ 
rials,  removable  from  non{)orous  ones. 
Ink  c-omes  in  eight  colors.  Price,  79 
I'ents.  Made  by  Cushman  and  Denison 
Manufacturing  Company,  Inc.,  025 
Eighth  .\venue.  New  York  City. 
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BUSI.N'ESS  EDUCATION  WORLD 


Educatorfl  and  businesHmen  agree  that  the  more 
versatile  the  typist,  the  more  valuable  the  employee. 
In  today's  "Electric  —  Noiseless  —  Standard”  offices, 
students  trained  on  all  three  quickly  take  their  place 
at  any  station  with  confidence  and  know-how.  Con¬ 
sequently  no  typing  course  is  complete  without  train¬ 


ing  on  ail  three  ...  no  typing  department  complete 
without  all  three  Kkmin(;ton*  Typewriters... 
Elkctric  . . .  Noihklkh.sH'  . . .  Standaki/*. 


DIVISION  OF  SPERRY  RAND  CORPORATION 


The  Electric  Typewriter  i$  the 
yreateat  abort  cut  ever  deviaed  for 
the  learning  of  typing. 


Typiata  with  noiaeleaa  training  are 
uaually  highly  jtroficient  on  atand- 
ard  and  electric  typewritera  too. 
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0^S29S07m/ Accounting  Machines  save  us  100% 
each  year  on  our  investment!”  -oat.miu  uohtino,  inc,  » lo...  m» 


"Because  of  our  rapid  growth  os  leaders  m  the 
fluorescent  industry,  our  accounting  deport¬ 
ment  must  momtoin  peak  efficiency  That's  why 
we  ore  so  well  pleased  with  National  Account¬ 
ing  Machines. 

"Our  Nationals  save  us  valuable  time  m  pay¬ 
roll,  occounts  payable,  and  other  accounting 
work,  and  also  increase  operator  efficiency, 
enabling  them  to  do  more  work  with  less  effort. 

"Nationol's  versatility  permits  easy  shifting 


from  one  |Ob  to  another  Also  the  many  auto¬ 
matic  features  incorporated  in  these  machines 
Cut  operator  troming  time,  os  well  os  operat¬ 
ing  time. 

Notionols  save  us  their  entire  cost  every 
year— o  return  of  lOO*/.  annually  on  our  invest¬ 
ment." 

Pratidani,  Doy-Brita  lighiing,  Inc 


In  yowr  buiinatt,  loo.  Notional 
machinal  will  pay  for  thamsalvat 
with  tha  monay  thay  lova,  than  con- 
tinua  tovings  oi  onnuol  profit  Your 
nearby  Notional  man  will  gladly 
thow  how  much  you  con  tova  -  ond 
why  your  oparoiort 
will  be  hoppier 
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tccomirmt  mAcmmt 
AMM*  •  cain  usawti 


*>iatton'<  largett  monwfocturer 
^  of  commercial  and  industriof  lighting  equipment* 
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